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Introduction

What is RITS?

RITS (Retirement and Insurance Transfer System) is a specially tailored option of the
Inter-Governmental Payment and Collections System (IPAC) which automates the
submission of the Report Of Withholdings And Contributions For Health Benefits,
Life Insurance And Retirement (SF 2812) and Report of Withholdings and
Contributions for Health Benefits by Enrollment Code (SF 2812A) to the Office of
Personnel Management (OPM). RITS was jointly developed by OPM and Financial
Management Services (FMS). The application’s primary purpose is to automate the
transfers of Federal employees’ health benefit, retirement and life insurance program
information and payments. A separate RITS 2812/2812A report is required for each
payroll office.

RITS Processing

OPM invests monies received in interest bearing US Treasury Securities. The monies
are used to pay the health insurance and life insurance carriers and to pay annuities to
retirees. RITS accumulates information from the Federal Program Agencies (FPAS)
about the total amount of withholdings and related agency contributions for retirement
and insurance. Each user agency defines one or more payrolls, associated pay cycles
and payroll start dates. From these parameters, RITS creates and maintains an
automated payroll/report schedule. This schedule gives the FPAs and OPM the ability to
calculate and track obligation due dates and payment timeliness.

Agency submission performance is monitored on a regular basis by OPM. In the event
that a payment is delinquent, OPM has the ability to create an estimated report on the
agency’s behalf. Estimated reports are based on the most recent payment made by the
agency that best reflects the probable amount of the current obligation. Once an agency
generates a successful RITS transaction for the delinquent obligation, the RITS
application automatically reverses any estimated payment processed by the OPM
administrator.

On a daily basis, the OPM administrator initiates a process to collect all RITS
transactions due and submitted for payment. This process extracts all health benefit,
retirement and life insurance program information for transmission to OPM for its internal
processing. At the same time, it generates formatted transactions to be submitted to
IPAC to transfer funds to satisfy the obligations incurred by each report.
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RITS System Requirements

To use the RITS System, the computer must have:
e Access to the Internet
¢ A browser with 128-bit encryption - Microsoft Internet Explorer 4.0 or higher or
Netscape Navigator 4.0 or higher
e The browser must have cookies enabled
e Software to view Portable Document Format (PDF) files (such as Adobe
Acrobat™)

About This Manual

This Guide’s Audience

This Manual is intended for new users of the RITS system and experienced users of
RITS transitioning to the newest version. The intention of this manual is to describe the
RITS online system in its entirety, though individual users will only have access to the
screens and functions that are authorized by their organization. For a list of roles and
functions available in the RITS application, see Appendix E—RITS Roles and
Functions.

Assumptions

It is assumed that the users of this manual are familiar with the following:
e The use of a personal computer in a Windows environment.
e The basics of the Internet and the Internet browser they will be using.
e The accounting procedures unique to their organization.
e The Treasury reporting requirements outlined in the Treasury Financial Manual
(TFM).

Organization

The information in this manual is divided into Sections corresponding to function buttons
from the RITS Main Menu. These sections will describe the processes available under
each menu choice and will include screen views to ensure that the correct paths are
being followed. The manual also contains this Introduction, which discusses the purpose
of the manual, its intended audience and some of the functions common to the entire
RITS application. There are also a Table of Contents, an Index and the following
Appendices:

A. Samples of Forms 2812 and 2812A (Paper Copy and RITS Generated)
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Terminology

The following definitions of payroll terms used in RITS are also contained in the Glossary
for this manual.

Pay Cycle
A regular, repeated sequence of pay dates representing a particular payroll. In
RITS, a Pay Cycle is defined with a Pay Cycle Description, Pay Cycle Type and by
a Pay Cycle ID.

Pay Cycle Description
A functional description used by a Payroll Office to identify a Pay Cycle.
Descriptions should be explanatory, such as “Monthly Executive Payroll” or “Hourly
Non-Exempt Payroll” to aid in identification.

Pay Cycle ID

An identification number assigned by RITS to a Pay Cycle when that cycle is first
entered in the system.

Pay Cycle Type
The length of the pay period representing the pay cycle. There are five types of pay
cycle: W Weekly (7days), B Bi-Weekly (14 days), S Semi-monthly (157 through
15" and 16™ through the end of the month) F Four Weeks (28 days) and M Monthly
(1% through the end of the month).

Date Payroll Paid (Pay Date)
The date on which payroll funds are made available to an employee or a direct
deposit of funds for a payroll amount is made to an employee’s account.

Payroll
A data base comprised of a group of employees who are paid on a regular,
continuous series of pay days (such as the Employee’s Payroll or the Director’s
Payroll). This term can also be used to refer to amounts disbursed on a particular
Pay Date (such as the May 15" Payroll).

Days Past Ending Date
The number of days past the ending date of a pay period that a payroll is paid. If a
weekly payroll ends on Saturday and the employees are paid on the following
Thursday, the Days Past Ending Date for that payroll is five.
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Holiday Handling Flag
Pay cycles contain a Holiday Handling Flag. This flag is used to change the
normally scheduled pay day to an adjusted pay day when the normally scheduled
pay day falls on a weekend or a holiday. This will be the pay date that RITS is
looking for the 2812 report and the pay date that the payroll offices should indicate
on their transmissions. The holiday flag is determined at the time the pay cycle is
established. Values for the Holiday Flag are P (Prior) and S (Subsequent). For
example:

e If the normally scheduled pay day falls on Monday, May 28™ (Memorial Day)
and the Holiday Handling Flag is “P”, the adjusted Pay Date will be Friday,
May 25" (the “P’rior work day). If the Holiday Handling Flag is “S”, the
adjusted Pay Date is Tuesday, May 29" ( the “S”ubsequent work day).

¢ If the normally scheduled Pay Date falls on a Saturday or a Sunday and the
Holiday Handling Flag is a “P”, the adjusted Pay Date would be Friday. If
Friday is a holiday the adjusted Pay Date would be Thursday. If the Holiday
Handling Flag is “S” the adjusted Pay Date would be Monday. If Monday is
a holiday the adjusted Pay Date would be Tuesday

Conventions Used in this Manual

The following conventions are used throughout the manual:

References to screen names will appear in bold print (i.e. RITS Main Menu).
Names of screen buttons will be in “quotes”.

References to field names on a screen will be underlined.
References to other sections of this manual will be in italics.
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Conventions Used in the RITS Application

Title Bars

As you use the RITS application, the title bars on your screen will help you keep track of
your location within the program. Once you leave the Main Menu, the title bar of each
screen usually contains the name of the function under the application in which you are
currently working, as shown in Figure 1.1.

— — -

RITS - Pa;fri:il] Selection
SelecI_] MNest | Clear 1 o T RITS fain Menu | Heln
Payrall Office: 2400000 4] Function Name |

ay Cycle Description Org. Est. Sup.| Sup.Cn et To
P.?gpiﬁ" D“;;"""TP_C_I—D_'d iption Org. Est. S ‘s cnt. | Met Total

c B 730 I001-01-23 BIG PAYROLL N il 0

i 739 2001-02-06 EIGF’AYROLL [5 |0 15.00

= 74 2001-02-20 BIG PAYROLL M [0 0

== Fan B e P S e Kl [ el
Figure I.1  Title Bar

Browser Buttons

You must NOT use the “Back” and “Forward” buttons of your browser to navigate
through the RITS screens. The program expects data to be submitted in specific
sequence and using the browser navigation buttons can result in the activation of
intruder detection software. If you accidentally hit the “Back” button of the browser, you
may be returned to the RITS Main Menu with none of the data entered on your most
recent screen saved to the database. If, after selecting the “Back” button, you are not
automatically returned to the RITS Main Menu, you will need to manually go back to the
RITS Main Menu and begin processing again. .

The system cannot accurately process information once the
“Back” button has been selected.
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Cursor Movement

When a screen first displays, you must click to position the cursor in the first data entry
field or menu selection. You may continue to position the cursor with the mouse, or you
may use the “Tab” key to move forward between fields, “Shift - Tab” to move backward.
You must use a button to submit data to the RITS database.

Hitting the Enter key while in a data entry field is NOT the same as clicking
the “OK” button, the “Submit” button, or other RITS screen buttons. If you
would like to use the keyboard rather than the mouse to click a button, use
the Tab key to move the focus to the button (“OK” “Submit” etc.), then hit
Enter

Standard Buttons

Standard Buttons have been established for use throughout the RITS application. Their
availability may vary as needed by the function being performed, but when they appear
they will operate in a consistent fashion. They typically include “Submit”, “Print”, “Clear”,
“Cancel’, “OK”, “Help” and “Return to the RITS Main Menu”. Additional buttons will be
included as needed by the program.

Explanation of Standard Buttons

“Submit”
The data on the current screen will be submitted for entry in the RITS database. If
the data is accepted, you will be presented with a confirmation screen, then returned
to a previous screen or to a menu. If a required field is blank, or if an error is
detected, an error message will be displayed and the cursor will be placed in the
entry field where the error occurred.

“Print”
You will be forwarded to a report printing screen where the printing of a document or
report can be requested. Typically, on this screen, you will be presented with
several output options that are discussed in detail later in this Introduction.

“Clear”
All of the data entry fields modified since the last time the screen was displayed are
returned to their former values and you remain on the current screen. No data is
submitted to the database.

“Cancel”
No data is submitted from the currently active screen and you are returned to the
previous screen or to a menu.
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“Help”
A new browser window is opened and page level, context sensitive help for the
current screen is displayed. After reading and/or printing the help screen, you
should close the help window by using the “Return” button on that screen to return
to the previous screen. (The back button on your browser will not be functional on
the help screen since this is a new window with no history.)

HOK”
This acknowledges that you have read any message on the current screen. You are
returned to the previous screen or to a menu.

“Return to RITS Main Menu”
No data entered on the current screen will be saved. You will be returned to the
RITS Main Menu.

“Return”

Closes the current Help screen and returns you to the previous program screen.

Formats

Button Formats

Because screen presentation is influenced solely by your browser configuration, all
function buttons will display at both the top and the bottom of all RITS screens.
Either set may be used depending on your location and preference as shown in Figure
1.2.

Report Statistics

Ol Retum Ta RITS Main Menu | Help <\
Number of pages in

1 Both sets of buttons have
e identical functions
Output Format: HTML - ldentical fu )

Eﬁ Return To RITS Main Menu ] Help /

Figure 1.2  Function Button Locations

Date Formats

When entering dates in RITS through the keyboard, the format is YYYY-MM-DD (2001-
06-22 for June 22, 2001). Dates entered in any other format will not be accepted and will
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return an error message stating that you have used an invalid date format. (Note: the
RITS Bulk File Format uses a different date format.)

Time Formats

When a start or end time is required, enter the time in military time format, which uses a
24-hour clock, four digits and does not use punctuation to separate hours from minutes.
Military time is told on a continuous 24-hour clock. Rather than distinguishing between
morning (AM) and afternoon (PM), the time is read sequentially from 0000 to 2359. For
example, fifteen minutes past midnight is 0015, one thirty in the morning is 0130, and
two o'clock in the afternoon is 1400. For a Military Time Conversion Chart, see
Appendix G.

All time stamps generated by RITS will be in Eastern Standard Time.

Currency Formats

When you enter currency amounts in RITS, you may enter up to 11 numbers, with two of
them following the decimal point. Do not enter characters ($, ¢, etc.) other than
numbers, commas and/or the decimal point. Amounts entered are assumed to be whole
dollars unless you enter a decimal point. If you enter 500 (without a decimal point), the
amount will be recorded as $500.00, not $5.00. After the amount you enter is submitted
to the server, formatting, to include decimals and commas, will be automatic.

Telephone Number Formats

Since the RITS application is distributed worldwide, there is no “mask” to automatically
format telephone numbers. They will be displayed exactly as you enter them. Since all
telephone numbers entered should include your area code (and country code for foreign
exchanges), it is recommended that you use some formatting characters to make the
telephone numbers easier to read, as in (202) 874-8270 or 202-874-8720.

Help Screens

The RITS Application is supported by the Financial Management Service’s (FMS’)
GOALS Customer Support Staff. You can select a “Help” button from most RITS
screens to display the telephone number to reach this support group as shown in Figure
[.3 This information is provided in a new browser window, which behaves like any other
browser window on your system. The Help screen information may be printed through
your browser’s print facility. The “Back” button on this window will be dimmed and

8
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inoperable since this is a new window with no history. Selecting the help button again or
selecting another “Help” button, will open a new browser window without closing the
current help window. To avoid confusion and to save your system’s memory, help
windows should be closed when you have finished with their information, either by using
the “Return” button on the screen or by clicking on the Windows close box.

Help
Retum

Thers is no help screen available at this time. For assistance, please contact the GOALS Custormer Support
Staff on (202) 874-8270.

Retum

Figure .3  Sample Help Screen

Error Messages

An error message is generated by the RITS System when an action taken is improper or
the data entered is incorrect. The error messages state the nature of the error made.
Error messages display in a browser window, just as help information does. The Error
Message window is smaller, and it remains open without being cleared until closed.

This allows you to refer to the Error Message while resolving the error; it also means that
error messages will continue to accumulate as the window is called for message display.
Since this can be confusing, it is advisable to close the Error Message window, using
the Windows "Close" button when you no longer need the information it provides. A
sample Error Message is shown in Figure 1.4.

RITS - 2812 Life

Subrmit | Summary | Heaith | cSRS | FERS | 28124 |  AnotherReport Type | Clear | Return To RITS Main Menu | Halp
BEA=EN it Enors - Netscape old: [ Fayroll Office:; 31000001
Payrall B tlFlE Withhalding argnuntshar_e out of ayroll End Date 2001-01-27

alance, correct and resubmit

Pay Cycl ' ay Cycle ID 745 Report Number: BO74528
A Life Ir
Benefit Cateqory Withholdings Caontributions Total
1. Basic Lifa [¢5075. 25 [0.00
2 Standard - Option A 0.00
3. Additional - Option B 0.00
4. Family - Optian C 0.00
4. Post Retirement 0.00
Total Life Insurance [0.00 |o.0o 0.00

Submit Summary ] Health | CSRE ] FERS ] 28124 I Another Report Type I Clear] Return To RITS Main Menu I Help

Figure 1.4  Sample Error Message

Whenever you receive an error message from RITS, the submission causing the error is
returned to you unprocessed.
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Viewing and Printing Documents through RITS

Common conventions are used throughout the RITS application for printing documents
and reports. When you select a report to be generated, you will be forwarded to a report
printing facility where the data just entered, a document or a report can be printed.
Usually you will first see a Report File Description and Footer Comments entry screen,
referred to in this manual as the Report Request screen. Then the Report Statistics
screen displays which has several output options as discussed below.

Report File Description/Footer Comments (Report Request) Screen

When you select a report to be generated, the next screen to display, the Report
Request screen, will call for the entry of a Report File Description and Footer Comments
for the report, as shown in Figure 1.5. The title of this screen will vary depending on your
location in RITS, but the appearance and functionality of the screen will be consistent.

RITS - Holiday Report

M Clear | Return Tao RITS Main Menu ‘ Help

Report File Sample holiday report for dacument.at.ian.l =
Description:

Start Date: 2001-01-01

End Date: 2001-05-31

Footer Comments: |SamplE report footer on Holiday Report

M Clear | Return To RITS Main Menu ‘ Help

Figure 1.5 Report File Description/Footer Comments (Report Request Screen)

Data Entry Fields

There are two data entry fields on this screen. It is not mandatory that you complete
either field, but it is highly recommended that you complete the Report File Description
field.

Report File Description
This field is used to name and/or describe the report. It will be this name or
description that displays in the system when a report is later retrieved for
viewing, printing or deleting. The description that you assign to the report
should be as meaningful as possible to help with later report identification. This
description does not print on the report itself.

10
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Footer Comments
This field is printed on the bottom of each page of your document or report.
Figure 1.6 shows a sample report with the location of the Footer Comments

GOVERMMENT HOLIDAYS
Start D ate 20010101 End Date2001/412/31
Government Holiday Deseription
101 Mew Wears Day
141501 Martin Luther King's Bithday
2M9401 President's Day
#2801 Memorial 0ay
Ficin1 Independence Day
QUZA01 Labor Day
100201 Columbus Day
1141201 Veteran's Day
14422401 Thanksgiving Day
1272501 Christmas Daw
Footer Comments
1 of 1 G/20/01
Sample Report Footer on Holiday Report
Report Requested by Jane A Doe R_3_0_7_1_HalidayReport.rad

Figure 1.6  Sample Footer Comments

11
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Function Buttons

There are four standard function buttons on the Report Request screen:

HOK”
Accepts the information on the screen as the report description and report

footer, extracts the report contents from the database and displays the Report
Statistics screen shown in Figure 1.7.

“Clear”
Resets the data entry fields to their values the last time the screen was

displayed. No data is submitted to the RITS database.

“Return to RITS Main Menu”
Returns to the RITS Main Menu without saving any information entered.

“Help”
Displays the system help for this screen.

Report Statistics

% Return To RITS Main Menu | Help

Number of pages in ’

report:
Output Format: POF -
HTML

% Return To RITS Malrm | Help

Figure .7  Report Statistics

Report Statistics

Selecting “OK?” from the Report File Description / Footer Comments screen will
display the Report Statistics screen shown in Figure 1.7. This screen displays the
number of pages the report or document will have and provides you with a drop-down

menu option of output formats.
Menu Choices

HTML (HyperText Markup Language)
The document format used on the World Wide Web. Choose this option to view

the report immediately. This is the default choice. The report is generated in
HTML format and displays in the RITS Report Viewer.

PDF (Portable Document Format)
A file format, read with Adobe Acrobat™ Reader, for saving the report to be

viewed or printed on-line. The Acrobat reader must be available to view or print
the report.

12
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Function Buttons

MOK”
Displays the report in the specified format.

“Return to RITS Main Menu”
Returns to the Main Menu without generating, saving or printing the report or
document.

“Help”
Displays the system help for this screen.

Viewing HTML Format Documents and Reports

When a report is generated in HTML format for viewing online, the RITS Report Viewer
is automatically called to display the report as shown in Figure 1.8.

Mﬂ MNext | Prior Page Number

Back To Statistics Screen | Return To RITS Main Menu

GOWERMNMENT HOLIDAYS

Start Date 20010101 End Datez001012/31

Govemment Holiday Deseription

101 Hew Vears Day

1MEM01 hartin Luther King's Birthday |

2Mam1 Fresident's Day

528001 Memorial Day
7i01 Independence Day
i1 Laber Day

10/8m1 Columbus Day

11712001 Weteran's Day
1172201 Thanksgiving Day

12/25/01 Christmas Day

First @ Mext | Prior Page Number

Back To Statistics Screen | Return To RITS Main Menu |

Figure .8 RITS Report Viewer

The RITS Report Viewer will display the document or report one page at a time with as
much of the page visible as your browser will allow. To see the rest of the page, use the
scroll bars. If you attempt to print this report through your browser, only the page
currently being viewed will be printed. When printing a report, it is recommended that
you use the PDF format, as described in the next section, rather than the HTML format.

13
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Report Viewer Function Buttons

The Report Viewer also has standard function buttons, shown in Figure 1.8, which
appear at both the top and the bottom of the screen.

“First”
Moves you to the top of the first page (page 1) of the document.

“Last”
Moves you to the end of the last page of the document.

“Next”
Moves you to the next page in the document unless you are already on the last
page.

“Prior”
Moves you back one page in the document unless you are already on the first
page.

“Page Number”
Moves you to the page number entered in the Page Number field. If the field is
left blank, clicking “Page Number” will move you to the first page of the report.
If the field is set to a page number greater than the number of pages in the
report, clicking “Page Number” will move you to the last page of the report. The
presence of a page number in the field does not affect the operation of the
“First”, “Last”, “Next” or “Prior” buttons.

“Back to Statistics Screen”
Returns you to the Report Statistics screen, discussed earlier in this section,
where you can choose to display or print the report in another format.

“Return to RITS Main Menu”
Returns you to the RITS Main Menu. In a future release of RITS, the report will
be saved for later viewing through the Retrieve Report Function.

Viewing, Saving and Printing PDF Format Documents and Reports

If your system is equipped with Adobe Acrobat®, then a better choice for viewing or
printing the report may be the PDF (Portable Document Format) format. PDF, read with
an Acrobat reader, allows documents to be displayed and printed in different operating
systems while retaining its formatting properties and appearance. There are Acrobat
readers available for DOS, Windows, UNIX and Mac platforms.

If you choose PDF as your file output format and see an error message similar to the

one in Figure 1.9, then either Acrobat is not installed on your system, or your browser is
not configured to use it.
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Report Statistics
0K Return To RITS Main Menu l Help

Number of pages in 1

report:
Output Format: PDF =
0| __ Retum To RIS in Meny__| el |

*r'ou have staited to download a file of lype
ﬁ% application/pdf_ipac

Click "More Info" to lean how to extend Mavigator's
capabilities

More Infa I {Hick Epp. Save File.. Cancel

Figure .9  Adobe Acrobat Error Message

If your browser is configured to use Adobe Acrobat Reader, the next screen you see
should be similar to Figure 1.10. This is a warning that some files downloaded from the
Internet can be dangerous. It also asks you if you would like to open the file or save it to
disk.

Waming: There iz a poszible securnty hazard here.

f E; Opening:
\\.F) IPAC using AcmoBd3s exe.

WWihen vay download a file from the network,, wau zhould be

aivare of zecurity conziderations.
Do NOT remove the

check from this box or you & file: that containg malicious programming instuchions
will not be able to save could damage or othepyize compromize the contents of
files through Adobe your compter,

Acrobat Reader

You should only wze files obtained from sites that pou trost,

Wihat do pon want o dowith this file?
(" Oper it

¥ Always ask before opening this ype of file

(B l Cancel

Figure 1.10 File download warning.

Since this report is coming from RITS, a secure system, you can trust the source of the
report. On this screen you must also decide if you want to open the report for viewing
and printing, or if you want to save it to disk. Do NOT remove the check mark from the
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“Always ask before opening this type of file” box or you will not be able to save (or view,
depending on which option button is selected) files through the Acrobat Reader.

Viewing and Printing a Report with Adobe Acrobat Reader

If you choose to Open the file, the report will be generated by RITS and the Adobe
Acrobat Reader will automatically be opened to read the file. Figure 1.11 illustrates
Acrobat Reader’s view of an RITS report.

Acrobat Reader - [Y1MYTAT4] M

ﬂfile Edit Document “iew ‘window Help =] x|

NQ s B[O T «» DOR %2 @BREOE

GOVERNMENT HOLIDAYS

Start Date:2001/01/01 End Date:2001/12/31
Government Holiday Description
1Mo New Year's Day
115/01 Martin Luther King's Birthday
2/19/01 President's Day
5/28/01 Memorial Day
Ti4/01 Independence Day
9/3/01 Labar Day
10/8/01 Columbus Day
11/12/01 Veteran's Day
11/22/01 Thanksgiving Day
12/25/01 Christmas Day

L IRTRET 4 (K N IFIPTI S 20 | TN e

v
[dinrnonft Ward _ Inteaduntion far adite danl -

Figure .11 Adobe Acrobat Reader View of Report

Acrobat is an easy program to use, and the buttons on its toolbar function as expected.
For further assistance in the use of Acrobat, click Help while in the program, then
Reader Online Guide, then Viewing PDF Documents for further information.

The report can also be printed from within the Acrobat reader. Click the File option of
the Acrobat menu bar to display the menu shown in Figure 1.12.
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Acrobat Reader - [VOVGLDU2] HEE
Edit Document View ‘Window Help - 5[
M o ODO[ 55 #d@ On

Close: Crl+d ﬁ

Page Setup... Ctrl+5hift+P

Fint... TP GOVERNMENT HOLIDAYS

Document Info » [tart Date:2001/01/01 End Date:2001/12/31

Preferences 3

Adobe Online. i

Ornline Services . Description

1 CATEMPSWIMGLDUZ2

2 CATEMPYW1MYTAT4 New Year's Da
3 CATEMP\zero.pef ¥
40:4 AL Trans Payment Sent by TotalsOnly. pdf Martin Luther King's Birthday
Esit Etri+0) President's Day
5/28/01 Memorial Day
Ti4/01 Independence Day
9/3/01 Labor Day
10/8/01 Columbus Day

Figure 1.12 Acrobat File Menu

Choosing the Print option from this menu will display the standard Windows Print menu
shown in Figure 1.13

Acrobat Reader - [VOIVGLDUZ2] & x]
'E File Edit Document Wiew Window Help =& 5[
M@ ee B[O T Ccr «» DEO S Al Ol
Print 2 g
-~ Printer
Mame: | SHE1fis001 S HPYSI_20_BAS j ﬂl
Status: Fieady I™ Reverse pages
Type: HP Lasenlet 55i PCL 5e i i
Government Holiday ol AESUEL Al - | P."”l as image
Wlhare: WWEThs0015HPYSI_20_BAS W Fitto page
Comment: I Piint ta file
101 ~ Print R angs Capi
1M5/01 a4 (S P Number of copies: IW Hﬁ
" Curment page
219/01 £ Pages fom: |1 i |1 ﬂ ¥ Collate
5/28/01 € Selected pages/araphic
7/4/01 = FostSeript Dptior
Frint Methad G i el 2 -
913101 L IPo tSoripl Level J
¥ Use Biinter Halttone Screets ¥ Download &sian Fonts
10/8/01
11/12/01 Frint |Even and Odd Pages j Ok I Cancel |
11/22/01 Thanksgiving Day
12/25/01 Christmas Day

Figure .13 Windows Print Menu

From here you can print the entire report, the current page of the report or a range of
pages to your default printer. If you put a check in the “Print to File” box on this menu
screen, the report will be saved to a file that can be interpreted by your printer, but will
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not be readily viewable by you. To save the file to a disk, choose the “Save it to disk”
option on the previous menu. (See Figure .10 and read below.)

Saving a Report with Acrobat

If you choose Save it to disk from the earlier menu shown in Figure 1.10, you will see a
standard Windows “Save As...” Dialogue Box (see Figure 1.14). This allows you to
name the output file, choose the location for the file and specify the type of file to save.
The location and name you choose for the file will depend on your computer’s
configuration and your agency’s procedures. Do NOT remove the check mark from the
“Always ask before opening this type of file” box or you will not be able to view through
the Acrobat Reader. Once the file is saved, you will be returned to the Report
Statistics screen where you can display the report in another format or return to the
RITS Main Menu.

Report Statistics

%} Return To IPAC Main Menu J Help

Number of pages in 3
report: Save As. HE

OUtpUt Format: POF | Save in: |J IPAC Documents _:] §|

%} Return To IPAC Main Menu J Help

File name:  [IPAC. hirl Save
Save as wper RTINS z Cancel

Figure .14 Windows “Save As...” Dialogue Box
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Accessing the System

RITS is an Internet application that can be accessed using a secured web site address.
The on-line version of the manual does not list the secured web site address. For more
information contact the GOALS Customer Support Staff on (202) 874-8270.

Security Login

When you first open the IPAC system in your browser, you will be presented with a
Logon Screen similar to the one in Figure 1.15. The actual appearance of this window
may vary with the browser you are using to access the RITS System, but the data entry
boxes will remain the same. You must enter your User Name (Logon ID) and Password
to be allowed through the security layer and into the IPAC system web site.

: Llie_mamﬂ and Pazzword Required

Enter username for Palicy Dirzctor at elis005:

User Name: ] < Enter Logon ID here

Fazswond: l

[, ! Cancel

'Ifigure 115 _Security Login Screen

When you are authorized as a user of RITS, you will be assigned a Logon ID and a one-
time-use password. Your Logon ID will tell RITS about your authorization to access
various functions within the program. It will also tell RITS the Payroll Office(s) for which
you are authorized to do business. The first time you log onto the RITS System you will
be required to change your password. RITS is a secure system and has specific
requirement for passwords.

Passwords

Passwords must contain:
1. A minimum of 8 characters
2. At least 2 alphabetic characters
3. At least 3 non-alphabetic (numeric and special) characters
4. At least 5 unique (different) characters
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An example of a valid RITS password is test123$

e Passwords are aged and expire automatically every 30 days.

e The user will receive warnings that the password is about to expire for the last 5
days of the password life.

e Passwords will be disabled after 3 unsuccessful attempts.

o The system will not let users reuse any of their last 5 passwords

e The same password cannot be reused within 120 days.

To restore your password, contact your IPAC Agency Administrator.

“Must See” System Messages

RITS and its component programs contain facilities for presenting messages to the
entire system or to specified Payroll Offices. The “Must See” messages can be
transmitted system wide to all users of the IPAC system program, and may contain IPAC
system general instructions, training announcements, new reporting requirements or
other administrative information. When you first go to the IPAC system web site, if there
is a current “Must See” message, you will be presented with a message screen similar to
the one in Figure 1.16 though the actual appearance of the message window will depend
on the browser you use. Once you have read and noted the message, you may close
that window.

GOALS Il

c ter S ity Warning!
o I omputer Security Warning|

You have accessed a Government owned or operated computer system This system is for use by

IPAC ADMIN ] authorized users only Anyone usingghis system expressly consents to having all of their activities on this
system monitored and recorded by ;system personnel and is advised that If such monitoring reveals
i I possible evidenceigiunauthorizediiecess unauthorized use andfor criminal activity such evidence may
be provigediteraneenforcernent offiCials. z SRS
Rrrs aouzn | Emm—— b e
Ll #% Must See Messages - Netscape
TRACE I Cookie| The IPAC System will be unavailable on Sunday, July 2, 2001 for routing system S
require| maintenance pnerated
TRACE ADMIN ; I only
, s =—<bong-L bse
PASSWORD }=" " “COokie and
= e
= ot ol
e
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Figure 1.16 IPAC System Messages

There is another messaging system for “Broadcast Messages”. These messages can
be distributed to groups or to an individual Payroll Office. They are viewed through a
button on the RITS Main Menu and will be discussed later in this manual.

IPAC System Main Menu

Once you have completed the Logon Screen and closed any system messages that
display, you will see the IPAC System Main Menu screen shown in Figure 1.17.

GOALSII

i i ]
p—— Computer Security Warning!

You have accessed a Government owned or operated computer system . This system is for use by

IPAC ADMIN authorized users anly Anyone usingghis system expressly consents to having all of their activities on this
systern monltored and recorded b'System personnel and is advised that if such monitoring reveals

Cllck here kss unauthorlzed use andfor criminal activity such evidence may

RITS
RITS ADMIN -
q I I ' l I I -
TRACS r\mearlcwtil Mahargement Senvice Application web sites
[ er e a.connection. This session cookie contains a system generated

TRACS ADMIN or,edm memory.and automat\ Cally- deletedwhen YOUF browser IS closed

= = -’r_ong tarmiwritten-teryour har‘d’drve;j;cookles are also used tor r‘?amtaﬁ%pnonalpreferences These
PASSWORD ” cookies.only Conta such@ﬂE emngs“‘they do nat contain Untgue %ﬂt@@ﬂmatlon and

F o —a;-e no&-usedfortrﬂckmg-ptﬁposes ——— T i
il = S,
o

Figure 1.17 IPAC System Main Menu Screen

Security Warning

This screen contains a Federal Government Security Warning. The RITS application is
restricted to authorized users. Use of the system constitutes the granting of permission
for the user’s actions to be monitored and recorded. Any evidence of criminal activity
uncovered through such monitoring may be provided to law enforcement officials.
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Cookie Policy

The screen also displays the IPAC System cookie policy. To access the IPAC
programs, cookies MUST be enabled. Appendix D contains information regarding
cookies and proper browser settings to accept cookies for both Netscape®
Communicator 4.75 and Microsoft® Internet Explorer 5.

RITS Main Menu

To enter the RITS module of the IPAC system, click on the “RITS” button in the top left
area of the screen. This will bring up the screen shown in Figure 1.18, the RITS Main
Menu.

GOALSI
TEAG Retirement and Insurance Transfer System
IPAC ADMIN
RITS Payroll Office [12000001
RITS ADMIN
=3
TRACE | = ‘2812 J Reports
[Awailable 2812 and 28124 Reports 7|
TRACE ADMIN | i ‘Payrol\ CfficefPay Cycle == | Admin Processing Status
PAZEWORD | mE ‘Repor‘[ Retention Management ==> | Retrisve Repor/Data Files

== | Display Messages

Figure .18 RITS Main Menu Screen

The RITS Main Menu is your primary interface with the RITS program. The only data
entry field on this screen is the Payroll Office.

Payroll Office

» If you are only authorized to act on behalf of one Payroll Office, that Payroll
Office will appear in the Payroll Office data entry box as shown above.

e If you are authorized to act for multiple Payroll Offices, those Payroll Office
numbers will appear in a drop-down menu box for the Payroll Office field.

¢ If you are authorized to act for more than 25 Payroll Offices, the Payroll Office
field will appear as a blank data entry box.
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Function Buttons

Sections 1 through 7 of this manual discuss the functions accessed through the buttons
on the RITS Main Menu Screen as follows:

1. 2812 5. Reports
2. Payroll Office/Pay Cycle 6. Admin Processing Status
3. Report Retention Management 7. Retrieve Report/Data File

4. Display Messages
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2812

The 2812 function is the centerpiece of the RITS application. RITS facilitates the
automated filing of forms SF 2812 and SF 2812A and replaces the paper copy of these
forms. It automatically generates IPAC transactions to move funds between agencies
and OPM.

Identification of Forms SF 2812 and SF 2812A

Form SF 2812 is the “Report of Withholdings and Contributions for Health Benefits, Life
Insurance, and Retirement”. It is used to report deductions from employees’ salaries and
the related agency contributions to OPM

SF 2812A is the “Report of Withholdings and Contributions by Enroliment Code”. It is
used to report health benefit withholdings and contributions by enrollment code to enable
OPM to distribute monies to the appropriate health benefit carriers.

To facilitate the transition to automated filing, the data entry screens in RITS are similar
to the paper forms used for these filings. A sample of the paper forms being replaced is
available in Appendix A of this manual.

Filing Requirements for SF 2812 and SF 2812A

Every agency payroll office must prepare from its payroll data RITS forms 2812 and
2812A for each pay period for each payroll it oversees. These reports are due to OPM
on the date the payroll is paid.

If the required form 2812 is not filed in a timely fashion by the responsible payroll office,
OPM has the ability to create an estimated report and billing on the agency’s behalf.
Estimated reports are based on the most recent payment made by the agency that best
reflects the probable amount of the current obligation. Once an agency generates a
2812 transaction for the delinquent obligation, the RITS application automatically voids
(if the estimated 2812 has not been drawn down) or reverses (if it has been drawn down)
any estimated report and billing processed by the OPM administrator.

After a 2812 has been successfully submitted and drawn down, one or more
supplemental forms 2812 can be filed. 2812 Supplementals are filed in the same
manner as original 2812s and reflect adjustments to the original 2812.

Processing Forms SF 2812 and SF 2812A

To process a form SF 2812 through RITS, log on to the GOALS Il system and choose

the RITS option from the IPAC System Main Menu as explained in the Introduction to
this manual. The Main Menu for the RITS system is shown in Figure 1.1.
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I Retirement and Insurance Transfer System

IPAC ADMIN

RITS

Payroll Office | <—| Enter Payroll Office number here |

RITE ADMIMN

TRACE

=T
| ::*51 then click here lREpOﬁs
Available 2612 and 28124 Reparts =)

TRACS ADMIN

| — |Payro]l Office/Pay Cycle ==2 | Admin Processing Status

PASEWORD

I o |Report Eetention IManagement ==2 |Retrieve Report/Data Files

Payroll Office

==2 | Display Messages

Figure 1.1 RITS Main Menu

The data entry field on this screen is the Payroll Office field. This is the Payroll Office
number of the agency responsible for filing the SF 2812. Your Login ID, which you
entered to start your session with the IPAC system program, will be available to the
RITS program. Using that ID, RITS will determine the Payroll Office(s) for whom you are
authorized to do business

¢ If you are only authorized to act on behalf of one Payroll Office, that Payroll Office
number will appear in the Payroll Office data entry box as shown above.

e If you are authorized to act for multiple Payroll Offices, those Payroll Office
numbers will appear in a drop-down menu box for the Payroll Office.

e If you are authorized to act for more than 25 Payroll Offices, the Payroll Office
field will appear as a blank data entry box.

The Payroll Office field is mandatory and you must accept the Payroll Office number
shown as a default or, if you have further authorizations, either choose a Payroll Office
number from the drop down menu or enter a Payroll Office number in this field.
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Accessing the RITS — 2812 Entry Screen

Once the Payroll Office field has been completed, click the “2812” button as shown in
Figure 1.1 to begin 2812 filing. If you have not established Pay Cycles for your Payroll
Office, when you access the RITS-Payroll Selection Screen, you will see an unpopulated
table as shown in Figure 1.2A. To establish pay cycles refer to Section 2 of this manual.

RITS - Payroll Selection

Select | Clear | Return To RITS Main Menu | Help |

Payroll Office: 24500001

Diate
Pay Cycle Pay Cycle
Type/ld Payroll T Org. Est. [Sup.|Sup. Cnt. Net Total
Paid
Select | Clear | Return To RITS Main Menu | Help |

Figure 1.2A  RITS Payroll Selection

If Pay Cycles have been established for your Payroll Office, the Payroll Selection
screen will display two months of Payrolls as shown in Figure 1.2.

RITS - Payroll Selection

—

Select | Mext | Clear | Return Ta RITS Main Menu | Help | } Function
Buttons
Payroll Office: 24700001
Date Header
Pay Cycle Pay Cycle Secti
Payroll i Org. Est. Sup.|Sup. Cnt. Net Total eclion
Type/Id . Description
Paid
B 127 2001-05-15 [Employees Payroll € | i 0 8.688.07 \
B 127 2001-05-29 [Employees Payroll | I 0 2,375.86
OB 127 2001-06-12 [Employees Payroll H 0 0.00
+ B 127 2001-06-26 Employees Payroll ) 0 0.00
B 127 2001-07-10 [Employees Payroll ) 0 0.00
B 127 2001-07-24 [Employees Payroll ) 0 0.00
OB 127 2001-08-07 [Employees Payroll ) 0 0.00 Detail
etai
B 127 2001-08-21 Erpplnyees Payroll i) 0 0.00 > Section
Lol 128 2001-05-16 [Darector's Payroll M| D 0 0.00
Ll 128 2001-06-01 Darector's Payroll M| D 0 0.00
3 128 2001-06-18 Director's Payroll ) 0 0.00
oS 123 2001-07-02 Director's Payroll ) 0 0.00
L 128 2001-07-16 [Darector's Payroll I 0 0.00
L5 128 2001-08-01 [Darector's Payroll I 0 0.00
Lol 128 2001-08-16 Director's Payroll I 0 0.00 /
Salect | Mext | Clear | Return Ta RITS Main Menu | Help | Function
Buttons

Figure 1.2  RITS — Payroll Selection
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The RITS - Payroll Selection screen is divided into 4 sections: the Title Bar (discussed
in the Introduction), the Header, the Detail section and the section containing the
Function Buttons that appears at both the top and the bottom of the screen.

Header

The Header of the RITS — Payroll Selection screen contains the Payroll Office humber
entered on the RITS Main Menu. It also contains headings for the data columns found
in the detail section. Nothing in this section can be edited.

Detail Section

The next portion of the RITS — Payroll Selection screen is the Detail area. Here you will
choose the payroll for which you will be processing the 2812.

The individual payrolls are identified by a combination of a Payroll Cycle ID and a Date
Payroll Paid (pay date). For selection, the Payrolls are listed as rows whose columns
hold the following information:

Pay Cycle Type

Pay Cycle ID

Date Payroll Paid

Pay Cycle Description

All of the terms above are defined and explained in both the Introduction and the
Glossary of this manual.

The following columns provides the user with the status of the original 2812 submission,
any estimated 2812s, and the status of the latest supplemental report submitted:

Org. (Original)
This column references the original 2812 filed by the Payroll Office. It can have the
following statuses:
(N)ew
Templates of new reports for which no data has been entered.
(H)old
In process but placed on hold. Any transaction with an “H” status will not
be drawdown.
(Dncomplete
Submitted, did not pass data verification. This status is only valid for 2812s
filed through bulk file transactions.
(C)omplete
Submitted, passed data verification, eligible for draw down.
In (P)rocess
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Partially entered but not submitted. Since data on the current screen is
saved when you change to another screen on the Form 2812, this status
will occur when you have entered some data on one screen, moved to
another 2812 screen and then selected “Return to RITS Main Menu”. This
saves the partially entered data without submitting it to OPM.

(D)rawndown
Funds have been transferred to OPM. This 2812 can no longer be edited

or deleted.

Est. (Estimate)
This column references an Estimated 2812 filed by OPM. Estimates cannot be

edited by the Payroll Office. This column can hold the following statuses:
(H)old
In process but placed on hold. Any transaction with an “H” status will not
be drawdown.

(Dncomplete
Submitted, did not pass data verification. This status is only valid for 2812s

filed through bulk file transactions.
(C)omplete
Submitted, passed data verification, eligible for draw down.
In (P)rocess
Partially entered but not submitted. Since data on the current screen is
saved when you change to another screen on the Form 2812, this status
will occur when you have entered some data on one screen, moved to
another 2812 screen and then selected “Return to RITS Main Menu”. This
saves the partially entered data without submitting it to OPM.
(D)rawndown
Funds have been transferred to OPM. This 2812 can no longer be edited,
or deleted.

(R)eversal
The reversal of the Estimated 2812. This occurs automatically when an

original 2812 is submitted and drawn down.

Sup. (Supplemental)
This column references the latest supplemental 2812 filed by the Payroll Office. It

can have the following statuses:
(H)old
In process but placed on hold. Any transaction with an “H” status will not
be drawdown.

(HDncomplete
Submitted, did not pass data verification. This status is only valid for 2812s

filed through bulk file transactions.
(C)omplete
Submitted, passed data verification--eligible for draw down.

In (P)rocess
Partially entered but not submitted. Since data on the current screen is

saved when you change to another screen on the Form 2812, this status
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will occur when you have entered some data on one screen, moved to

another 2812 screen and then selected “Return to RITS Main Menu”. This

saves the partially entered data without submitting it to OPM.
(D)rawndown

Funds have been transferred to OPM. This 2812 can no longer be edited

or deleted.

Sup. Count (Supplemental Count)
This is the number of Supplemental 2812s which have been filed in conjunction with
this payroll.

Net Total
This contains a dollar figure representing the sum of all funds reported on the
Original and any Supplemental 2812s for this payroll.

To the left of each Payroll listed is an option button. Clicking will toggle the selection of
that payroll on or off. Clicking any other option button will deselect a previous choice.
Function Buttons

The RITS-Payroll Selection screen has function buttons that appear at both the top and
bottom of the screen. Either set may be used depending on your location and
preference. Figure 1.3 shows the buttons available on the RITS - Payroll Selection
screen

RITS - Payroll Selection

Select ] Mext [ Clear | Return To RITS Main Menu ‘ Help

Figure 1.3  Payroll Selection Function Buttons

“Select”
Displays a 2812 Selection Screen for the active payroll (See figure 1.4) which
allows you to choose between any existing 2812s for this payroll.

“Next/Prior”
Two months of payrolls are available for selection. They are presented in
chronological order, 15 payrolls to a screen. “Next” and/or “Prior” buttons will appear
as needed to allow you to locate payrolls.

“Clear”
Returns the option buttons to their values the last time the screen was displayed.

“Return to RITS Main Menu”
Returns you to the main menu screen.

“Help”
Displays the system help for this screen.

28
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Once a payroll has been chosen, click “Select”. A 2812 Selection screen (shown in
Figures 1.4 and 1.4A) will display to allow you to choose between any existing 2812s for
this payroll. If no original, estimated or supplemental 2812 has been filed for this payroll,
you will see only one entry on the selection screen, with a status of (N)ew, as shown in
Figure 1.4. Click the option button next to the appropriate 2812.

RITS - 2812 Selection
Process | Delete | Ancther Payrall | Clear | Returmn To RITS Main Menu | Print | Help |

PayrollCffice : 24700001

Reports Status Amount
£ 2812 i) 0.00
Process | Delete | Ancther Payrall | Clear | Return To RITS Main Menu | Print | Help |

Figure 1.4 2812 Selection

The 2812 Selection screen has Function Buttons that appear at both the top and the

bottom of the screen. Either set may be used depending on your location and
preference.

“Process”

Retrieves the selected 2812 and opens it for data entry or editing beginning with the
2812 Life screen discussed below.

“New Supplemental”

(This button will only appear when the Original 2812 has been drawn down and can
no longer be edited, as shown in Figure 1.4A). 2812 Supplementals are filed in the
same manner as original 2812s and reflect adjustments to the original 2812.

“Delete”

Deletes a selected 2812 supplemental if it has not been drawn down. An original

2812 cannot be deleted. If “delete” is selected for an original 2812, you will receive
an error message.

“Another Payroll”
Returns you to the Payroll Selection screen to select another payroll.

“Clear”
Returns the options buttons to their status the last time the screen was displayed.

“Return to RITS Main Menu”
Returns you to the main menu screen.

“Print”
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Takes you to the Document Printing function discussed in the Introduction where
you can view or print a copy of the selected 2812.

“Help”
Displays the system help for this screen.

The screen below is an example of a RITS 2812 Selection screen that reflects an
original, estimated, reversal and supplemental 2812.

Process | Mew Supplemental | Delete | Another Payroll | Clear | Return To RITS Main Menu |

Print | Help |

PayrollOffice : 24700001

Reports Status Amount

C 2812 D 968807

C Estimated 2812 1 89688.07

L Reversal I -36338.07

C Supplemental 2512 © 1000.00
Process | Mew Supplemental | Delete | Anaother Payrall | Clear | Return To RITS Main Menu |

Print | Help |

Figure 1.4A 2812 Selection with an Estimated, Reversal and Supplemental 2812
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Submit | Summary | Health | ¢SRS | FERS | 28124 |  Ancther Report Type | Clear |
Return To RITS hdain Menu | Help |
Date Payroll Pad:  2001-06-26 Hold: IN vl Payroll Office: 24700001

Payroll Begin Date:  2001-06-03

Payroll End Date:  2001-06-16

Pay Cycle Type: B Pay Cyele D 127 Eeport Number:  B1127041
A, Life Insurance
Eenefit Catesory Withholdings Contributions Total
1. Basic Life |2,3'?5.86 1,187.93
2. Btandard - Option & |140.?D
3. Additional - Option B [2.722.58
4, Farmly - Ciption C |62.92
5. Post Retirement |E| .00
Total Life Insurance |5,312.Ds Il,lElT-‘.BS |s,499.99
Submit | Summary | Health | ¢SRS | FERS | 28124 | Ancther Report Type | Clear |
Return To RITS hain Menu | Help |

This is the first screen presented for data entry or editing when you choose “Process”
for a selected 2812. It is used to report and allow for a transfer of funds for withholdings
and employer contributions to the Federal Employee Group Life Insurance Fund. The
2812 Life screen, shown in Figure 1.5, has 4 sections, the Title Bar, the Header, the

Figure 1.5 2812 Life

Detail section and Function Buttons.

Title Bar

The title bar contains the name of the function in which you are currently working (here it
shows “2812 Life”). The purpose of the Title Bar is consistent throughout RITS and it

will not be separately mentioned for each of the 2812 screens.

Header

The Header of this screen contains the following fields:

Date Payroll Paid

These terms are defined in the Introduction

and in the GLQSSGW of this manual.
(ol

Function
Buttons

>

I
}
==
J

Detail
Section

Function
Buttons
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Pay Cycle Type
Pay Cycle ID

The beginning and ending dates for this

Payroll End Date payroll

Payroll Beqgin Date }

Payroll Office
The payroll office responsible for filing the 2812 for this payroll.

Report Number
A number assigned by RITS to identify a specific report. (Example B1127041)

The report number is eight characters in length and is named using the
following formula:

1 Pay Cycle Type B (for Bi-weekly)
2 Fiscal Year 1

3-5 PayCycle ID 127

6-7 Sequential No. 04

8 Report Type | (for Original)

You cannot change any of the fields listed above.

Hold
This field contains a drop down menu allowing you to select (Y)es or (N)o to
indicate whether this report should be on Hold. This is the only field in the
header that you can change from this screen.

Detail Section

The Detail Section of this screen contains the following fields, all related to employee life
insurance:

1. Basic Life:
Coverage consisting of the greater of (1) the employee’s yearly salary rounded up to
the next $1000, plus $2,000 or (2) $10,000. An employee must be enrolled in Basic
Life Insurance in order to have coverage under options A, B and C. There are two
fields to allow entry of:
Withholdings
The amount withheld from employees’ pay to cover life insurance costs.
Contributions
The amount contributed for employees’ life insurance by the employing
agency.

2. Standard - Option A
Withholdings
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The amount withheld from employees’ pay to cover the cost of Increased
life insurance coverage of $10,000. The employee must first be enrolled in
basic Life insurance.

3. Additional - Option B
Withholdings
The amount withheld from employees’ pay to cover the cost of increased
life insurance coverage equal to one, two, three, four or five times the
employee’s annual rate of pay (after rounding up to the next $1,000). The
employee must first be enrolled in Basic Life Insurance.

4. Family - Option C
Withholdings
The amount withheld from employees’ pay checks to cover the cost of
coverage of spouse and eligible dependent children in multiples of one,
two, three, four or five. Each multiple is equal to $5000 coverage for the
spouse and $2,500 for each dependent child. The employee must first be
enrolled in Basic Life Insurance.

5. Post Retirement
Withholdings

The amount withheld from employees’ pension to cover the cost of
continuation of full Basic Life Insurance coverage (or of fifty percent
coverage) for retirees after reaching the age of 65. Normally, Basic Life
Insurance coverage declines at the rate of two percent per month after a
retiree reaches the age of 65, with a maximum deduction of 75%.
Retirees who wish to retain a higher level of coverage can elect to have
their coverage reduced by only 50%, or elect to have no reduction of
coverage. Retirees who elect these options must pay an additional
premium that is reported in the Post Retirement category.

Total Life Insurance:

Withholdings
The sum of the withholdings from employees’ salaries for each category of
Life Insurance.

Contributions
The sum of the agency contributions for each category of Life Insurance.

Total (Grand Total Life Insurance)
The sum of Total Life Insurance Withholdings and Total Life Insurance
Contributions.

These totals are not automatically calculated by RITS. They are left for the user to enter
as an administrative check of these amounts. If amounts do not balance, the user will
receive an error message and will not be allowed to continue until amounts balance.
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Currency Formats

As mentioned in the Infroduction to this manual, when you enter currency amounts in
RITS, you may enter up to 11 numbers, with two of them following the decimal point. Do
not enter characters (¢, $, etc.) other than numbers, a decimal point or a comma.
Amounts entered are assumed to be whole dollars unless you enter a decimal point. If
you enter 500, the amount will be recorded as five hundred dollars, not five dollars. To
enter five dollars, you must enter 5.00.

Function Buttons

The RITS-2812 Life screen has function buttons at both the top and bottom of the
screen. Either set may be used depending on your location and preference. Figure 1.5
shows the buttons available on the RITS-2812 Life screen

“Submit”
Submits the data entered on this 2812 to RITS for data verification. If the Hold
field is marked “N”, the 2812 will be submitted to the RITS database and
drawdown will occur as appropriate. If Hold is changed to “Y” the user can
complete and submit the 2812, however, drawdown will not occur . If you have
additional information to enter on this 2812, choose the appropriate button to
display the necessary screen as listed below. Do not select the “Submit”
button until data has been entered on all screens. To save partially entered
data, move to another of the 2812 screens (which forces a save to the
database) and then select “Return to RITS Main Menu”.

“Summary”
Displays the 2812 Summary screen for this 2812 as shown in Figure 1.11 and
discussed below that figure.

“Health”
Displays the 2812 Health screen for this 2812 as shown in Figure 1.6 and
discussed below that figure.

“CSRS”
Displays the 2812 CSRS screen for this 2812 as shown in Figure 1.7 and
discussed below that figure.

“FERS”

Displays the 2812 FERS screen for this 2812 as shown in Figure 1.8 and
discussed below that figure.

34



RITS User Manual
Section 1 2812

“2812A”
Displays the 2812 2812A screen for this 2812 as shown in Figure 1.9 and
discussed below that figure.

“Another Report Type”
Displays the 2812 Selection screen (Figure 1.4) which allows you to choose
another 2812 report type (Org., Sup. or Est.) for this payroll.

“Clear”
Resets the data entry fields on this screen to their values the last time the
screen was displayed.

“Return to RITS Main Menu”
Saves any data entered on this screen, changes the 2812 status to “In
Process”, and returns you to the RITS Main Menu screen.

“Help”
Displays the system help for this screen.
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2812 Health

The 2812 Health screen, shown in Figure 1.6, is used to report and allow for a transfer
of funds for withholdings and employer contributions to Federal Employee Health
Benefits Fund.

RITS - 2812 Health

Subriit | Summary | Life| CSRS | FERS | 26124 |  AnotherReport Type | Clear | Function
Return To RITS Main Menu | Help | Buttons
Date Payroll Pad:  2001-06-26 Hold: IN vl Payroll Office: 24700001
Pagroll Begin Date:  2001-06-03 Payroll End Date:  2001-06-16 Header
Pay Cycle Type: B Pay Cycle [T 127 Report Number:  B1127041

B. Health Benefits

Benefit Category TWithholdines Contrihutions Total
1. Regular |25, 676.08 |114,952.78 Detail
o Section
2. Temporary Continuation of Coverage |C| .00 |C| .00
3. Total Health Benefits |45, 676.08 [114,554.78 |160, 630,86
Submit | Summary | Life| CSRS | FERS | 26124 |  AnotherReport Type | Clear | Function
Return To RITS kain Menu | Help | Buttons

Figure 1.6 2812 Health

Header

The Header of the 2812 Health screen contains fields identical to those on the 2812 Life
screen and you may see the discussion of that screen earlier in this Section for an
explanation of those fields. The only field that you can change in this section is the Hold
field.

Detail Section

The Detail Section of this screen contains the following fields, all related to health
insurance:

Benefit Category
Regular
Withholdings

Withholdings from regular employees and annuitants. This block also
includes amounts paid by temporary employees and certain categories of
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former spouses who are required to pay both the employee and the agency
portion.

Contributions
Agency contributions for regular employees.

Temporary Continuation of Coverage

Withholdings
Individuals eligible for coverage under P.L.100-654 such as former
employees, dependents no longer eligible for family coverage and certain
categories of former spouses. The enrollee pays the entire premium
(enrollee plus agency share) plus a two percent surcharge.

Contributions
The two percent surcharge reflected as a negative.

Total Health Benefits
Withholdings
Total of Health Benefit withholding blocks.
Contributions
Total of Health Benefit contribution blocks
Total
The sum of the total health benefits withholding and contributions.

These totals are not automatically calculated by RITS. They are left for the user to enter

as an administrative check of these amounts. If the amounts do not balance, the user
will receive an error and will not be allowed to continue until the amounts balance.

Function Buttons

“Submit” h
“Summary”
“CSRS” These buttons also appear on the 2812 Life
“FERS” screen and they function as they do when
“2812A” > selected from that screen. See the
“Another Report Type” discussion of that screen above for further
“Clear” information.
“Return to RITS Main Menu”
“Help,7
“Life”
Displays the 2812 Life screen shown in Figure 1.5 and discussed below that
figure.
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2812 CSRS

The 2812 CSRS screen , shown in Figure 1.7, is used to report and allow for a transfer
of funds for withholdings and employer contributions to the CSRS (Civil Service
Retirement System) offered by the Federal Program Agencies (FPAs).

RITS - 2812 CSRS } Title Bar
Subrit | Summary | Life| Health | FERS | 28124 | Another Report Type | Clear | Fomotion
Return To RITS Main Menu | Help | Buttons
Date Payroll Pad:  2001-06-26 Hold: IN vl Payroll Office: 24700001
Payroll Begin Date:  2001-06-03 Payroll End Date:  2001-06-16
Pay Cycle Type: B Pay Cycle [T 127 Report Number:  B1127041
C. Retirement A
Eenefit Category Withholdings Contributions Total
1. CERE Retirement
a. All Categonies 69,242.00 |83,4?2 =T}
b. Salary Offset - Re-employed Anmutants |D .00 > Detail
Section
c. Military and Crwthan Serwice Credit |D .00
d. Total CERE Retirernent 69,242.00 83,472.94 15271494 Y,
Submit Sumrmary | Lifel Health | FERS | 28124 | Another Report Type | Clearl Function
Return To RITS Main Menu | Help | Buttons

Figure 1.7 2812 CSRS

Header

The Header of the 2812 CSRS screen contains fields identical to those on the 2812 Life
screen and you may see the discussion of that screen earlier in this Section for an
explanation of those fields. The only field that you can change in this section is the Hold
field.

Detail Section

The Detail Section of this screen contains a table with the following fields, all related to
the Civil Service Retirement System (CSRS).

Benefit Category
1. CSRS Retirement
a. All Categories
Withholdings
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Withholdings from all employees covered by the CSRS (employees first
hired prior to 1983).

Contributions
Agency contributions for employees covered by the CSRS.

b. Salary Offset - Re-employed Annuitants
Contributions
When an annuitant (retiree) is re-employed, the amount of the annuity that
applies to the period of re-employement is offset from the annuitant’s salary
and is returned to OPM.

c. Military and Civilian Service Credit
Withholdings
Military: CSRS employees receive credit for periods of post-56 military
service by paying a deposit of 7 percent of the military base pay received
plus any applicable interest.
Civilian: CSRS re-employed annuitants who elect to have withholdings
deducted from their pay to receive additional retirement service credit.

d. Total CSRS Retirement
Withholdings
Total of CSRS withholdings.
Contributions
Total CSRS contributions.
Total
The sum of the total CSRS withholding and contributions.

These totals (category d) are automatically calculated by RITS when you leave this
screen and included in the figures on the 2812 Summary screen.

Function Buttons

“Submit” )

“Summary”
“H:alth”ry These buttons also appear on the 2812 Life

“FERS” screen and they function as they do when
“2812A” > selected from that screen. See the discussion
“Another Report Type” of that screen above for further information.
“Clear”

“Return to RITS Main Menu”
“Help” j

[1] Life,7

Displays the 2812 Life screen shown in Figure 1.5 and discussed below that
figure.
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2812 FERS

The 2812 FERS screen, shown in figure 1.8, is used to report and allow for a transfer of
funds for withholdings and employer contributions to the FERS (Federal Employees’
Retirement System). FERS covers Federal employees hired after December 21, 1983.

RITS - 2812 FERS

Submit Sumrmar Life| Health | CSRS | 28124 Another Report Type Clear R
l A lJ l | | E i | | Function
Return To RITS hain Menu | Help | Buttons

Date Payroll Paad:  2001-06-26 Hold: IN vl Payroll Office: 24700001 ]

Payroll Begin Date:  2001-06-03 Payroll End Date:  2001-06-16
Pay Cycle Type: B Pay Cyele D 127 Eeport Number:  B1127041
C. Retirement
Benefit Category Withholdines Contributions Total
1 FERS Eetrement
a Regular |13,720.54 J122,341.61
b. Militaty Reserve Technicians ID .00 ID Nalu]
c. Special jo.00 jo.o0 > Detail
Section
d. Salary Offset - |o.oo
Re-emploved Annuitants

e. Military Deposit 0.00
f Total FERS Retirernent 13,720.54 122,341.61 136,062.15
2. Total Retirement 52,962.54 205,814.55 288,777.09
d. Grand Total 133,950.68 321,957.26 455,907 94 j

Subrit | Summary | Life| Heaith | CSRS | 28124 | Another Repot Type | Clear | Function

Return To RITS Main Menu | Help | Buttons

Figure 1.8 2812 FERS

Header

The Header of the 2812 FERS screen contains fields identical to those on the 2812 Life
screen and you may see the discussion of that screen earlier in this Section for an
explanation of those fields. The only field that you can change in this section is the Hold
field.

Detail Section
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The Detail Section of this screen contains a table with the following fields, all related to
the Federal Employees’ Retirement System (FERS).
Benefit Category

1. FERS Retirement
a. Regular
Withholdings
Withholdings from FERS employees (not included in the classifications
below) and classified with a CPDF code of F.
Contributions

Agency contributions for regular FERS employees.

b. Military Reserve Technicians

Withholdings
Withholdings from members of the reserve components of the armed
forces who are assigned to a civilian position as a technician of reserve
components and as a condition of employment are required to be a
member of the reserve components servicing in a specified military grade.
These employees have a CPDF classification of N.

Contributions

Agency contributions for Military Reserve Technicians (see above).

c. Special
Withholdings

Withholdings from types of employees under special retirement provisions
(law enforcement officers, fire fighters and air traffic controllers). These
employees have a CPDF classification of L or M.

Contributions

Agency contributions for employees under special retirement provisions as
specified under withholdings.

d. Salary Offset -- Re-employed Annuitants
Contributions

When an annuitant (retiree) is re-employed, the amount of the annuity that

applies to the period of re-employment is offset from the annuitant’s salary
and is returned to OPM.

e. Military Deposit
Withholdings

FERS employees receive credit for periods of post-56 military service by

paying a deposit of 3 percent of the military base pay received plus any
applicable interest.

The fields listed above are entered by the user. This section also has fields for:
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f. Total FERS Retirement

Withholdings
Total of the FERS Retirement Withholdings

Contributions
Total of the FERS Retirement Contributions

Total
Sum of the FERS Total Retirement Contributions and Total Retirement
Withholdings

2. Total Retirement
Withholdings
Total of Retirement Withholding (FERS and CSRS).
Contributions
Total of Retirement Contributions (FERS and CSRS).
Total of Withholding and Contributions
Sum of the Total Retirement Contributions and Total Retirement
Withholdings.

d. Grand Total

Withholdings
Sum of Total Life Insurance Withholdings, Total Health Benefits
Withholdings and Total Retirement Withholdings.

Contributions
Sum of Total Life Insurance Contributions, Total Health Benefits
Contributions and Total Retirement Contributions.

Grand Total of Withholding and Contributions
Sum of the Grand Total Contributions and Grand Total Withholdings.

The total fields are calculated by RITS when you exit this screen and are not entered or
edited by the user.

To facilitate the transition to automated filing, the data entry screens in RITS are similar
to the paper forms used for these filings (see Appendix A).

Function Buttons

“Submit” )
:Summgry” These buttons also appear on the 2812 Life
“gg?altsl}, screen and they function as they do when

“2812A” > selected from that screen. See the discussion

“Another Report Type” of that screen above for further information.

“Clear”

“Return to RITS Main Menu”
“He|p” j
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“Life”
Displays the 2812 Life screen shown in Figure 1.5 and discussed below that
figure.
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2812 2812A Section H

The 2812 2812A screen, shown in Figure 1.9, is used to allocate reported withholdings

and contributions for health benefits by Enrollment Code (see Glossary).

RITS - 2812 2812A

Submit | Sumrmary | Lifel Health | CSRS | FERS | Another Report Type | Clearl
Add Enrollment Code | Refresh Totals | Copy Enrollment Codes |
Return To RITS Main Menu | Help |
Date Payroll Pad:  2001-06-26 Hold: IN vl Payroll Office: 24700001
Payroll Begin Date:  2001-06-03 Payroll End Date:  2001-06-16
Pay Cycle Type: B Pay Cycle [T 127 Report Number:  B1127041

Section H - Health Benefits Data

[ Delete | Enrollient Code [ Total Withholdings / Contributions |
Cumnulative Health BEenefit Totals Difference
0.00 160,630.86 -160,630.56
Submit | Iumrmary | Lifel Health | C3SRS | FERS | Another Report Type | Clearl
Add Enrollment Code | Refresh Totals | Copy Enrollment Codes |
Return To RITS Main Menu | Help |

Figure 1.9  Section H — Health Benefits Data (no Enrolliment Codes)

Header

The Header of the 2812 2812A Section H screen contains fields identical to those on
the 2812 Life screen and you may see the discussion of that screen earlier in this
Section for an explanation of those fields. The only field that you can change in this

section (or directly on this screen) is the Hold field.

Detail Section

The Detail Section of the 2812 2812A has 2 areas.

If enrollment data is not present in Section H--Health Benefit Data, the Detail section
appears as column headers only as shown in Figure 1.9. In that case, you must add
enrollment code(s) as described later in this section under “Adding Enrollment Codes”.
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If enrollment data is present, the first area of the screen contains a table with columns of
data. The first column has menus with options to Delete the Enroliment Code (or not).

The next column displays the Enrollment Code and the third column allows you to enter

or edit Total Withholdings/Contributions for the Enrolilment Code as shown in Figure

1.9A.

RITS - 2812 2812A

Subrmit Surmrmary |£| Healthl CSRS' FERSl Another Report Type | Clearl

Add Enrollment Code |

Refresh Totals |

Copy Enrollment Codes |

Return To RITS Main Men

u | Help |

Date Payroll Paid:  2001-06-26

Payroll Begin Date:  2001-06-03

Pay Cycle Type: B

Hold:

IN vl Payroll Office:

Payroll End Date:  2001-046-16
Pay Cycle [D: 127 Report Number:

247700001

B1127041

Section H - Health Benefits Data

Delete Enrollment Code Total Withholdings / Contributions

Mo = 101 [1,741.44

Mo |x 102 |1,861.92

No =] 104 15, 605,92

Mo |x 105 |35, 427.75

Cumulative Health Benefit Totals Difference
57,640.03 160,630.86 -102,990.83
Submit Sumrmary | Lifel Health | CSRS | FERS | Anaother Report Type | Clearl

Add Enrollment Code |

Refresh Totals |

Copy Enrollment Codes

Return To RITS hdain Menu | Help |

Figure 1.9A Section H — Health Benefits Data (with Enrolliment Codes)

Delete

This column contains drop down menus with Yes or No choices. Yes deletes
the Enrollment Code from the 2812A.

Enrollment Codes
Lists the codes that are relevant to the 2812 Health Section for this transaction.

Withholdings/Contribution
A data entry box that can be used to enter or change the
withholding/contribution amount. The system will override the Total
Withholdings/Contributions amount with the latest amount entered.
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The second area of the Detail Section contains totals calculated by RITS as follows:

Cumulative
The Grand Total of the Total Withholdings/Contributions entered on the 2812A
Add Enrollment Code screen, edited or deleted on this screen.

Health Benefit Total
The Grand Total of health benefits funds, including withholdings and
contributions for Regular Health Benefits and Temporary Continuation of
Coverage Health Benefits reported on the 2812 Health screen.

Difference
The difference between the Cumulative total from the 2812A Health screen
and the Health Benefit Totals from this screen. The difference must be 0.00
before the 2812 will pass data verification on submission. If there is a
difference between these amounts, the user will receive an error message.

RITS - 2812 2812A

Submit | Sumrmary | Lifel Health | CSRS | FERS Another Repaort Type | Clearl
Add Enrollment Code | Mext | Refresh Totals Copy Enrollment Codes |
Return To RITS hdain Menu | Help |
Date Payroll Pad:  2001-06-26 Hold: IN vl Payroll Office: 24700001
Payroll Begin Date:  2001-06-03 Payroll End Date:  2001-06-16
Pay Cycle Type: B Pay Cycle ID: 127 Report Mumber:  B1127041

Section H - Health Benefits Data

Delete Enrollment Code Total Withholdings / Contributions
No o =] 101 [1,741.44
Mo |x 102 |1,861.92
Mo =] 104 15, 605,92
Mo |x 105 |ag,227.75
Mo = KLs |25, 01082
Cumulative Health Benefit Totals Difference
160,630 86 160,630 86 0.0
Subrmit Surmrmary |£| Health | CSRS | FERS Another Report Type | Clear |
Add Enrallment Code | Mext | Refresh Totals Copy Enrollment Codes |
Return To RITS Kain Menu | Help |

Figure 1.9B Balanced 2812A (Difference of 0.00)
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Function Buttons

“Submit” )
“Summary”

::Healtr:,” These buttons also appear on the 2812 Life
“ggsg,, } screen and they function as they do when
selected from that screen. See the discussion

“Another R rt Type” : .
“Cre(;r”er eport Type of that screen above for further information.

“Return to RITS Main Menu”
“Helpu )

“Life”
Displays the 2812 Life screen shown in Figure 1.6 and discussed below that
figure.

“Add Enroliment Code”
Displays the 2812A Add Enroliment Code screen shown in Figure 1.10 (and
discussed below that figure) to allow you to enter new Enroliment Codes and
their associated Total Withholdings/Contributions. Unlike the previous RITS
system, you cannot enter duplicate enroliment codes. If there are duplicate
enrollment codes to be entered, you must manually add the amounts for the
code and enter the sum The application will not accept the same code more
than once.

“Refresh Totals”
Forces the immediate deletion of any Enrollment Codes marked Yes in the
deletion column (with their associated Totals) and the recalculation of the
Cumulative and Difference fields. These deletions are automatically
processed and the fields recalculated when you exit this screen.

“Copy Enroliment Codes”
Automatically copies the codes that were reported on the last drawn down
2812A. If there is not a 2812 which has been drawn down in the database,
data from the most recently completed 2812A will be used.

“Next”
Enrollments Codes display five to a screen. If the 2812A contains six or more
codes, a “Next” button will display to allow viewing of the additional codes, as
shown in Figure 1.9B.

“Prior”

If the 2812A contains six or more codes, a “Prior” button will display to allow
viewing of the previous codes.

47



RITS User Manual
Section 1 2812

2812A Add Enrollment Code

This screen is used to enter the total of withholdings and contributions for Health
Benefits by Enrollment Code. When you exit this screen, the information entered here
will be transferred to the 2812 2812A screen.

RITS - 28124 } Title Bar

o] Return To RITS Main Menu | Help | } Function
Buttons

Payroll Paid Date:  2001-06-26 Payroll Office: 24700001

Pay Period From:  2001-06-03 To:  2001-06-16

Pay Cycle Type: E ID: 127 Report Number:  B1127041

Add Enrollment Code \

Enrollment Code Total Withholdings / Contributions

101 [1,741.24

102 [1861.92

|104 [15605. 53

J10s [25427.75 Detail

I I > Section
Function

ok| Return To RITS Main Menu | Help | Buttons

Figure 1.10 2812A Add Enrollment Code

Header

The Header of the 2812A Add Enrollment Code screen contains fields identical to
those on the 2812 Life screen. You may review the discussion of the 2812 Life screen
earlier in this Section for an explanation of those fields.

Detail Section

The Detail Section of the 2812A Add Enrollment Code screen contains a table with
columns for Enrollment Code and Total Withholdings/Contributions. The Enroliment
Code is a three character alphanumeric code. The first two characters identify the
health benefit plan (carrier) and the third identifies the option. The Total
Withholdings/Contributions is a dollar figure representing the total of both the employer
contributions and the payroll withholdings for employee contributions for the specified
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health benefit plan. OPM will use this breakdown to disburse funds to the appropriate
health benefit carriers.

You must use this screen to enter a new Enroliment Code. This screen allows you to
enter up to ten new codes at a time. If more than 10 codes need to be added, you must
enter the first ten codes and select “OK” to save those codes. This will return you to the
2812/2812A screen shown in Figure 1.9A where you can select the “Add Enroliment
Code” button again to add additional codes.

If you enter an invalid Enrollment Code, you will receive an error message, then returned
to this screen with the invalid code highlighted.

You may enter the Total Withholding/Contributions for the Enroliment Code on this

screen, or you can enter or edit the Total on the main 2812 2812A screen.

Function Buttons

HOK”
Accepts your entries on this screen and returns you to the 2812 2812A

“Return to RITS Main Menu”
Returns you to the RITS Main Menu screen.

“Help”
Displays the system help for this screen.
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2812 Summary

The 2812 Summary screen, shown in Figure 1.11, displays the totals of all withholdings
and contributions for Life, Health and Retirement benefits entered on the associated,
2812 data entry screens. It also displays the Grand Totals for this 2812.

RITS - 2812 Summary

Submit | Life| Health | cSRs | FERS | 28124 | Return To RITS Main Menu | Help |
Date Payroll Pad:  2001-06-26 Hold: IN v| Payroll Office: 24700001
Payroll Begin Date:  2001-06-03 Payroll End Date:  2001-046-16
Pay Cycle Type: B Pay Cycle [T 127 Report Number:  B1127041
Life Health Retirement
Total Withholdings 5312.06 45,676.08 82,962 54 133,950 68
Total Contributions 1,187.93 114,954.78 205,314.55 321,957.26
Crand Total £,499.99 160,630.86 388,777.09 455,907.94
Submit | Life| Health | csrs | FERS | 28124 | Return To RITS Main Menu | Help |

Figure 1.11 2812 Summary

Header

The Header of the 2812 Summary screen contains fields identical to those on the 2812
Life screen. The only field that you can change in this section, or on this screen, is the
Hold field.

Detail Section

The Detail Section of the 2812 Summary screen contains a table with the totals for Life,
Health and Retirement amounts withheld from the employees’ pay and contributed by
the employing agency. These totals are recalculated as each screen is exited and you
cannot edit them.

The Detail Section also contains grand totals of these columns and rows. These fields
are calculated by RITS when you display this screen and cannot be edited. The only
field that can be changed on this screen is the Hold field in the Header Section. The
Hold field must have a status of “No” before the completed 2812 can be drawn down
through RITS.
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This screen shows the totals of all the amounts that will be reported to OPM when the
2812 is submitted. Use it to check that the totals match the totals shown by your internal
accounting and use the “Submit” button to submit the completed form to OPM.
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“Submit”

“Health”

“CSRS”

“FERS”

“2812A”

“Return to RITS Main Menu”
“Help”

113 Life”

RITS User Manual
Section 1 2812

These buttons also appear on the 2812 Life
screen and they function as they do when
selected from that screen. See the discussion
of that screen above for further information.

Displays the 2812 Life screen shown in Figure 1.5 and discussed below that figure.
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RITS - 2812 Confirmation

A%] Return To RITS Main Menu | Help

RITS User Manual
Section 1 2812

ALC

Payrall Office

Payroll Paid Date

Pay Period From

Pay Cycle Type

Pay Cycle Id

Original Estimated Supplemental Reversal Flag
Report Mumhber,

Total Withholdings and Contributions

31000001
31000001
2001-02-06
2001-01-14
B

745

Q
BO74528|
30600.00

Tao: 2001-01-27

[The amounts for this 2812 will be transferred to OPM via an IPAC transaction]

%] Return To RITS Main henu ] Help

Figure 1.12 2812 Confirmation

When you have submitted a 2812 by clicking “Submit” from any of the 2812 data entry
screens, data verification will be performed by RITS and, if the data on the 2812 is
accepted, you will see the Confirmation screen shown in Figure 1.12. For payroll offices
that remit withholdings only, the confirmation message will state that only the
withholdings amount will be transferred to OPM.
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Payroll Office/Pay Cycle

The “Payroll Office/Pay Cycle” menu selection has two basic functions: it is used to
enter and/or edit Payroll Office information and to establish and edit Pay Cycles.

Payroll offices are established in RITS by the Office of Personnel Management (OPM)
when an agency registers to do business through RITS. It is the Payroll Office’s
responsibility to initially enter and to maintain current information regarding its mailing
address, main contact, the contact’s title, telephone number and email address.

A pay cycle is a specific payroll. A separate 2812 is required for each pay cycle. Each
pay cycle has a regular, repeated series of dates on which employees are paid. A pay
cycle must be established before individual payrolls can be generated in RITS. This
menu option also allows you to enter and edit pay cycles.

To access the “Payroll Office/Pay Cycle” function in RITS, log on to the IPAC system
and choose the RITS option from the IPAC system main menu as explained in the
Introduction to this manual. The Main Menu for the RITS system is shown in Figure 2.1.

GOALS IT

— Retirement and Insurance Transfer System

IPAZ ADMIN

RITE ADMIN

Click here B e ports

|
|
RITS | payrot Office [24700001]
|
|

TRACS == |2212
| | Available 2812 and 28124 Reports 7]
TRACS ADMIN | === | Payroll Office/Pay Cycle == | Admin Processing Status
PABSWORD | == | Eeport Retention Management ==> | Retrieve Report/Data Files

=== | Display IMessages
Figure 2.1  RITS Main Menu

Payroll Office

The data entry field on this screen is the Payroll Office field. This is the Payroll Office
number of the agency responsible for filing the SF 2812. Your Login ID, which you
entered to start your session with the IPAC program, will be available to RITS. Using that
ID, RITS will determine the Payroll Office(s) for whom you are authorized to do business

¢ If you are only authorized to act on behalf of one Payroll Office, that Payroll Office
number will appear in the Payroll Office data entry box as shown above.
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e If you are authorized to act for multiple Payroll Offices, those Payroll Office
numbers will appear in a drop-down menu box for the Payroll Office.

¢ If you are authorized to act for more than 25 Payroll Offices, the Payroll Office
field will appear as a blank data entry box.

The Payroll Office field is mandatory and you must accept the Payroll Office number
shown as a default, choose a Payroll Office from the drop down menu, or enter a Payroll

Office number in this field.

Accessing the RITS Payroll Office/Pay Cycle Function

Once the Payroll Office field has been completed, click the “Payroll Office/Pay Cycle”
button as shown in Figure 2.1. The Payroll Office/Pay Cycle screen, shown in Figure
2.2, will display showing the current information for the Payroll Office selected.

RITS - Payroll Office/Pay Cycle
Fay Cycle | Submitl Another Office | Clearl

Return To RITS Main Menu

+

| Help |

Payroll Office Mo: 24700001 ALC
DO Symbol 202
First Iame: |John Last Name
Middle Tnitial: [«

Street Address: [1900 E Street, NE

Crptional Address: IRDDm 3H3G

Cﬁy:lwashington

|20014
|202 5h5-2z

Zip:
Ceontact Phone Mo
Date Closed:

=tate:

Country

Contact Title

OWCE:

Description; IXYZ Agency

Contact

. |dxdocefopm. gov
Email; I

} Function
- 24000001 Buttons
:IDDE
Detail
Section
oc
: fusa
:IChief,PayrDll Branch
H
} Function
Buttons

1 1 1 1
Fay Lycle | aubmit | Another LUTce | L,Iear|

Feturn o K112 Tdain [enu

1 1
| Help |

responsibility In RI1'S.
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Entering or Editing Payroll Office Information
Data Entry Fields

The RITS - Payroll Office/Pay Cycle screen contains data fields, some of which you
can edit and some of which are entered and maintained by OPM. You cannot edit the
following fields:

Payroll Office Number
An eight digit number, assigned by OPM, which uniquely identifies a payroll
office.

ALC (Agency Location Code)
A 3(RFCs), 4(DOs) or 8 (use RFCs for disbursement) digit identifier assigned
by FMS for Treasury reporting purposes. The first two digits on the 8-digit ALC
identify the department or agency, the third and fourth digits identify the
particular bureau within the department, and the remaining four digits identify
the particular agency account section within that bureau.

DO Symbol (Disbursing Office Symbol)
A five character identifier automatically assigned when a Payroll Office is
established in RITS. Each Payroll Office has a unique DO Symbol for RITS.
RITS DO Symbols start with an “R”.

Date Closed
A date, entered by OPM, when a Payroll Office is closed in RITS and is no
longer responsible for filing through RITS.

OWCP (Office of Workers’ Compensation Programs)
An identifier of “Y” indicates that a Payroll Office remits monies under the
Workmen’s Compensation program for employees and/or retirees. The agency
reports data for both withholdings and contribution but only the amounts for
withholdings are transferred to OPM. The contribution portion is paid through
OPM appropriations.

The fields listed below can be edited on this screen and their maintenance is the
responsibility of the reporting Payroll Office.

First Name
Middle Initial Name of the RITS contact for the
Last Name Payroll Office.
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Since the Login ID assigned by RITS to this payroll contact will contain the Middle Initial
of the contact, you must enter a middle initial. If the contact has no middle initial, or the
information is not available, enter the letter “X” or the first letter of the contact’s last
name.

Communication information for

Contact Title
the RITS contact.

Contact Phone Number
Contact Email }

ggﬁitr‘gf:ﬁ; ss Payroll Office address. The

City Optional Address line can be

State used as need for additional

E address information or as a

Country second line for the Street
Add

Description

Full Payroll Office name.

Payroll Office Function Buttons

The Payroll Office/Pay Cycle screen has the following function buttons:

“Pay Cycle”
Displays the Pay Cycle Selection screen shown in Figure 2.5 and discussed
below that figure.

“Another Office”
Displays the Another Office screen shown in Figure 2.4. This screen allows
you to enter another payroll office number for the Payroll Office/Pay Cycle
function.

“Submit”
The data on the current screen will be submitted for entry in the RITS database.
If the data is accepted, you will be presented with a confirmation screen as
shown in Figure 2.3.

Note: You must use the “Submit” button to save any data entry or
edits to the Payroll Office Contact Information.
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Payroll Office Updated Confirmation

K]

Payroll Office has been Updated

oK|
Figure 2.3  Payroll Office Updated Confirmation
“Clear”

Returns the data entry fields to their values the last time the screen was
displayed.

“Return to RITS Main Menu”
Returns you to the main menu screen.

“Help”
Displays page level, context sensitive help for this screen.

Another Office

When you choose “Another Office” from the Payroll Office/Pay Cycle screen shown in
Figure 2.2, the screen shown in Figure 2.4 will display. This screen allows you to enter
another Payroll Office number and work with the Payroll Office and Pay Cycle
information for a different Payroll Office without returning to the RITS Main Menu.
Entering a Payroll Office on this screen and selecting OK will display the Payroll
Office/Pay Cycle screen for the entered Payroll Office.

Another Payroll Office Screen

% Clear ‘ Return To RITS Main Menu ] Help

Payroll Office Mo: [31000001

%] Clear ] Return To RITS Main Menu I Help

Figure 2.4  Another Office

The Another Payroll Office screen has a data entry field for the Payroll Office whose
information you want to display, and the following function buttons:

MOK”

Accepts your entry on this screen and returns you to the RITS - Payroll
Office/Pay Cycle screen for that payroll office.

“Clear”
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Returns the data entry fields to their values the last time the screen was
displayed.

“Return to RITS Main Menu”
Returns you to the main menu screen.

“Help”
Displays page level, context sensitive help for this screen.
Pay Cycle Selection

Clicking “Pay Cycle” from the Payroll Office/Pay Cycle screen as shown on Figure 2.2
will display the Pay Cycle Selection screen shown in Figures 2.5 and 2.6.

RITS - Pay Cycle Selection

Addl Another Office | Return To RITS Main hMenu | Help | } Function
Buttons
Payroll Cffice Mo: 24400001 ATC: 24000001 )
DO Symbaol 208
First Mame:  John Last Mame: Doe
Middle Tratial: 30
Street Address; 1900 E Street, ME Cptional Address:  Eoom ZH35
City:  Washington State: DC > Header
Zip: 200014 Country:. US4
Contact Phone IMo: 202 555-2222 Contact Title:  Chief, Payroll Branch
Date Closed: OWCE I
Description: XY Z Agency
Contact Email.  jzdoe@optn. gov )
Pay Cycle Date Days Past Holiday Pay Cycle |Creation| Modified Detail
Pay Cycle Type/ld Description | Closed |Ending Date | Handling | Start Date | Date Date Section
. Function
Add Another Office | Return To RITS Main Menu | Help | Buttons
Figure 2.5 Pay Cycle Selection (no Pay Cycles established)

If no Pay Cycles have been established in RITS, the Pay Cycle Selection screen will
display as shown in Figure 2.5. You will need to add Pay Cycles as discussed later in
this section.

If Pay Cycles have been established for your Payroll Office, the Pay Cycle Selection
you see will look more like the one shown in Figure 2.6
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Edit| Add|  Anather Office Return To RITS Main Menu | Help | } Function
Buttons
Payroll Office o: 24700001 ATC 24000001 3
DO Symbol: 202
First Mame: John Last Mame: Dwoe
Ifiddle Tuhal: =
Street Address: 1900 E Street, NE Cptional Address:  Eoom 3H35
City:  Washington State: DC >
Zipr 20014 Country: US4
Contact Phone No: 202 555-2222 Contact Title:  Chief, Payroll Branch
Date Closed: CWCE N
Description, XTZ Agency
Contact Email:  pmdoe@opin. gov )
N\
Pay Cycle Date Days Past Holiday Pay Cycle | Creation | MModified
FayiCreleiype1d Description | Closed |Ending Date | Handling | Start Date Date Date
B 127 Employees 10 2001-04-22  [2001-06-012001-06-01
Payroll > Detail
S 128 IDiTaeEEi 1 2001-05-01 [2001-06-012001-06-01 Section
Payroll
AT 128 Temporary 2 2001-05-06 [2001-06-01]2001-06-01
F 138 Lemptan 4 2001-06-05 | 2001-06-052001-06-05
Employees Y,
Function
Edit | Add | Another Ofice | Return Ta RITS Main Menu | Help | Buttons

Figure 2.6

Pay Cycle Selection (Pay Cycles Established)

From the Pay Cycle Selection screen you can edit an existing Pay Cycle, add a new
Pay Cycle, or move to another Payroll Office to work with the Payroll Office/Pay Cycle
function for that office.

The Pay Cycle Selection screen is divided into four parts as illustrated in Figures 2.5
and 2.6. They are the Title Bar, the Header, the Detail Section and the Function

Buttons.

Title Bar

As you use the RITS program, the title bar on your screen will help you keep track of
your location within the program. Once you leave the Main Menu, the title bar of each

screen contains the name of the function in which you are currently working, here “Pay

Cycle Selection.” The Title Bar functions the same on each RITS Payroll Office/Pay
Cycle screen and will not be discussed separately for each screen.

Header

The Header contains the same fields as the header of the Payroll Office/Pay Cycle
screen. These fields cannot be edited from this screen. If you want to modify the
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information in any of these fields, you must edit them in the Payroll Office/Pay Cycle
screen.

Detail

The Detail Section of the Pay Cycle Selection screen contains a table with the existing
Pay Cycles for the current Payroll Offices listed in rows. The column headings are:

Pay Cycle Type
The length of the pay period representing the pay cycle. There are five types of
pay cycle: W Weekly (7days), B Bi-Weekly (14 days), S Semi-monthly (157
through 15" and 16" through the end of the month) F Four Weeks (28 days)
and M Monthly (1* through the end of the month).

Pay Cycle ID
An identification number assigned by RITS to a Pay Cycle when that cycle is
first entered in the system..

Pay Cycle Description
A functional description used by a Payroll Office to identify a Pay Cycle.
Descriptions should be explanatory, such as “Monthly Executive Payroll” or
“Hourly Non-Exempt Payroll” to aid in identification.

Date Closed
A date, entered by OPM, when a Pay Cycle is closed in RITS.

Days Past Ending Date
The number of days past the ending date of a pay period that a payroll is paid.
If a weekly payroll ends on Saturday and the employees are paid on the
following Thursday, the Days Past Ending Date for that payroll is 5.

Holiday Handling
Pay cycles contain a Holiday Handling Flag. This flag is used to change the
normally scheduled pay day to an adjusted pay day when the normally
scheduled pay day falls on a weekend or a holiday. This will be the pay date
that RITS is looking for the 2812 report and the pay date that the payroll offices
should indicate on their transmissions. The holiday flag is determined at the
time the pay cycle is established. Values for the Holiday Flag are P (Prior) and
S (Subsequent). For example:

e If the normally scheduled pay day falls on Monday, May 28" (Memorial Day)
and the Holiday Handling Flag is “P”, the adjusted Pay Date will be Friday,
May 25" (the “P’rior work day). If the Holiday Handling Flag is “S”, the
adjusted Pay Date is Tuesday, May 29" ( the “S”ubsequent work day).

e |f the normally scheduled Pay Date falls on a Saturday or a Sunday and the
Holiday Handling Flag is a “P”, the adjusted Pay Date would be Friday. If
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Friday is a holiday the adjusted Pay Date would be Thursday. If the Holiday
Handling Flag is “S” the adjusted Pay Date would be Monday. If Monday is
a holiday the adjusted Pay Date would be Tuesday

Pay Cycle Start Date
The first day of the first Pay Period in the Pay Cycle.

Creation Date
The date the pay Cycle was created in RITS.

Modified Date
The date the pay Cycle was last modified in RITS.

None of the data fields on the Pay Cycle Selection screen can be edited from this
screen. To edit Pay Cycles, use the “Edit” button to reach the Edit Pay Cycle screen as
discussed below.

Function Buttons
The Pay Cycle Selection screen has the following function buttons:

“Edit”
Displays the Edit Pay Cycle screen shown in Figure 2.7 and discussed below
that figure.

“Add”
Displays the Add Pay Cycle screen shown in Figure 2.9 and discussed after
that figure.

“Another Office”
Displays the Another Payroll Office screen shown in Figure 2.4. This screen
allows you to enter another payroll office number for the Payroll Office/Pay
Cycle function.

“Return to RITS Main Menu”
Returns you to the main menu screen.

“Help”
Displays page level, context sensitive help for this screen.
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RITS - Edit Pay Cycle Title Bar
Subrmit | Clear | Return To RITS hain Menu | Help | Function
Buttons
Payroll Office Me: 24700001 ALC: 24000001 3
DO Symbel: 202
First Mame:  John Last Mame: Doe
Whiddle Tratial: 3
Street Address; 1900 E Street, ME Optional Address: Feoom 3H25
City:  Washington State: DC >
Zip: 20014 Country,.  TTSA
Contact Phone IMo: 202 555-2222 Contact Title:  Chief,Payroll Branch
Date Closed: OWCE: N
Descniption:  XYZ Agency
Contact Ematl:  jzdoe@opm gov )
Pay Days A
Pay .. Date Past Holiday |Pay Cycle Creation Modified
Sycte Cycleld EavCyeloiRescrptin Closed |Ending Handling |Start Date | Date Date
i Date
B 127 |Emplovees Payroll |ID |P 2001-04-22 | 2001-06-01 | 2001-06-01 > Detajl
Section
= 128 IDirectDr' s Payroll |1 |S 2001-05-01 | 2001-06-01 | 2001-06-01
W 128 |Temporary |2 |P 2001-05-06 | 2001-06-01 | 2001-06-01
F 138 ITempDrargr Employess I‘l IP 2001-06-05 | 2001-06-05 | 2001-06-05 )
| | | | Function
Submit | Clear | Returmn To RITS Wi isno | Help | Buttons

Figure 2.7

Edit Pay Cycle

The Edit Pay Cycle screen Header and Detail Section are similar to the Pay Cycle
Selection screen and the data columns associated with the Pay Cycles are the same.
On the Edit Pay Cycle screen you may edit the information in the following columns:

Data Entry/Edit Fields

Pay Cycle Description

A functional description used by a Payroll Office to identify a Pay Cycle.
Descriptions should be explanatory, such as “Monthly Executive Payroll” or
“Hourly Non-Exempt Payroll” to aid in identification.

Days Past Ending Date

The number of days past the ending date of a payroll period that the payroll is

paid. If a weekly payroll ends on Saturday, and the employees are paid on the
following Thursday, the Days Past Ending Date for the payroll is five.
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Holiday Handling
Pay cycles contain a Holiday Handling Flag. This flag us used to change the
normally scheduled pay day to an adjusted pay day when the normally
scheduled pay day falls on a weekend or a holiday. This will be the pay date
that RITS is looking for the report and the pay date that the payroll offices
should indicate on their transmissions. The holiday flag is determined at the
time the pay cycle is established. Values for the Holiday Flag are P (Prior) and
S (Subsequent). For example:

« If the normally scheduled pay day falls on Monday, May 28™ (Memorial Day)
and the Holiday Handling Flag is “P”, the adjusted pay day will be Friday
May 25" (the prior work day P. If the Holiday Handling Flag is “S”, the
adjusted pay day is Tuesday May 29" ( the subsequent work day).

e |f the normally scheduled pay day falls on a Saturday or a Sunday and the
Holiday Handling Flag is a “P”, the adjusted pay day would be Friday. If
Friday is a holiday the adjusted pay day would be Thursday. If the Holiday
Handling Flag is “S” the adjusted pay day would be Monday. If Monday is
a holiday the adjusted pay day would be Tuesday

The following fields on the Edit Pay Cycle screen cannot be edited.

Pay Cycle ID
An three digit number assigned by RITS when the payroll is entered in the

database.

Pay Cycle Start Date
Entered when the payroll is first entered. This characteristic is integral to the
definition of the payroll and cannot be edited.

Pay Cycle Type
The length of the pay period representing the pay cycle. There are five types of
pay cycle: W Weekly (7days), B Bi-Weekly (14 days), S Semi-monthly (157
through 15" and 16™ through the end of the month) F Four Weeks (28 days)
and M Monthly (1* through the end of the month). The Type is entered when
the payroll is first created in RITS. This characteristic is integral to the definition
of the payroll and cannot be edited.

Creation Date
Date that the pay cycle was originally created.

Modification Date
Date that the pay cycle was last modified.

Date Closed
Pay Cycle closing is handled by OPM. If you need to close a Payroll Cycle or
Payroll Office, contact the RITS Administrator at OPM.
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Function Buttons

“Submit”
Submits the Pay Cycle edits you have made to the RITS data base. If the new

data is validated, you will see the Pay Cycle Confirmation screen show in
Figure 2.8.

“Clear”

Returns the data entry/edit fields to their values the last time the screen was
displayed.

“Return to RITS Main Menu”
Returns you to the main menu screen.

“Help”
Displays page level, context sensitive help for this screen.
Edit Pay Cycle Confirmation

Edit Pay Cycle Confirmation

Fay Cycle is Updated

Figure 2.8  Edit Pay Cycle Confirmation

This screen confirms that the edited data you submitted for the Pay Cycle(s) has been
accepted and stored in the RITS database. You can click “Help” to display the system
help for this screen, or “OK” to return to the Payroll Office/Pay Cycle screen shown in
Figure 2.2.

Adding a Pay Cycle

Click “Add” on the Pay Cycle Selection screen (shown in Figures 2.5 and 2.6) to display
the Add Pay Cycle screen shown in Figure 2.9.
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RITS generates a Pay Cycle ID and a schedule of Payroll Paid Dates from the Pay
Cycle Start Date, Pay Cycle Type, Days Past Ending Date and the Holiday Handling

Indicator. The Add Pay Cycle screen provides for the entry of that information.

RITS - Add Pay Cycle Title Bar
Submit | Clear | Return To RITS Main Meru | Help | Function
Buttons
Payroll Office Mo: 24700001 ALC: 24000001 )
DO Symbol: 202
Fitst Mame: John Last Name: Doe
Middle Initial: X
Btreet Address: 1900 E Street, NE Optional Address: Foom 3H3S
City: Washington State: DT >
Zip: 20014 Country: T34
Contact Phone No: 202 555-2222 Contact Title: Chief,Payroll Branch
Date Closed: OWCE: N
Degcription:  ZVZ Ageney
Contact Email  jrdoe@opm. gov )
. ; Holiday . A
Pay Cycle Type Pay Cycle Description Days Past Ending Date Handli Pay Cycle Start Date CreationDate
Biweekly x| | Pl 2001-06-06
Birweekly 7|l | Pl 2001-06-06 > Detail
Bi-weekly x| [ Pl 20010606 Section
Biweekly x| | P =l | 2001-06-06
Birweekly 7| | Pl 2001-06-06
Birweekly x| | P = | 3001-06.06 )
submit | Clear | Return To RITS MainMenu | Help | Function
Buttons
Figure 2.9 Add Pay Cycle
Header

The Add Pay Cycle header contains information similar to the Payroll Office/Pay Cycle
screen and the data fields in the header are explained under the discussion of that
screen earlier in this section. None of the data fields in the header of the Add Pay

Cycle screen can be edited.
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Detail Section

The detail section of the Add Pay Cycle screen has a table with rows to enter up to six
new pay cycles to the Payroll Office referenced in the header.

Data Entry Fields
Each of these rows has the following data fields:

Pay Cycle Type
This field has a drop down menu with the choices shown in Figure 2.10. There
are five types of pay cycle: W Weekly (7days), B Bi-Weekly (14 days), S Semi-
monthly (15T through 15" and 16" through the end of the month) F Four Weeks
(28 days) and M Monthly (1% through the end of the month).

S
Fourweekly
Manthly
=emi-maonthly
Weekly
Figure 2.10 Pay Cycle Type Menu

Pay Cycle Description
A functional description, used by a Payroll Office to aid in identifying the Pay
Cycle. Descriptions should be explanatory, such as “Monthly Executive Payroll”
or “Hourly Non-Exempt Payroll” to aid in identification.

Days Past Ending Date
The number of days past the ending date of a payroll that a payroll is paid.

Holiday Handling
This flag determines the direction in time to move a pay date so that it falls on a
regularly scheduled work day. The field has a drop down menu with values of
(P)rior or (S)ubsequent). See the Glossary for a further explanation of this field.

Pay Cycle Start Date
This is the first day of the first pay period of this Pay Cycle. It must be entered
in YYYY-MM-DD format and it can begin on the current date or it can be
retroactive for up to 45 days prior to the current date. RITS generates a
schedule of Payroll Paid Dates from the Pay Cycle Start Date, Pay Cycle Type,
Days Past Ending Date and the Holiday Handling Indicator.

Creation Date
This date is the current system date and cannot be edited.
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Function Buttons
The Add Pay Cycle screen has the following function buttons:

“Submit”
Submits the data for the new Pay Cycles for verification, Pay Cycle ID
assignment and storage in the RITS data base.

“Clear”
Returns the data entry fields to their values the last time the screen was

displayed.

“Return to RITS Main Menu”
Returns you to the main menu.

“Help”
Displays page level, context sensitive help for this screen.

Clicking “Submit” will submit the Pay Cycles you have entered for data validation and

storage in the RITS database. If the data is accepted, you will see a confirmation screen
similar to that shown in Figure 2.11.

Add Pay Cycle Confirmation

Add Pay Cycle Confirmation

Fay Cycle Information has been added

Pay Cycle Start

Pay Cycle ‘ — ; ; : - :
Type Description Day's Past Ending Date |Holiday Handling Date Creation Date
W | Temporary support staff &7 ES | 2001-02-26 [ 2001-02-20 ‘
K| Help |

Figure 2.11 Add Pay Cycle Confirmation

This screen confirms that the Pay Cycle(s) has been successfully stored in the RITS
database. You can click “Help” to display the system help for this screen, or “OK” to
return to the Add Pay Cycle screen shown in Figure 2.9
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Report Retention Management

All reports generated by the RITS System are automatically saved to a database.
Reports that are no longer needed should be deleted to save storage space and to make
it easier to find and retrieve new reports.

Accessing the Report Retention Management Function

To access the Report Retention Management function, log on to the IPAC system and
choose the RITS option from the IPAC System Main Menu as explained in the
Introduction to this manual. The Main Menu for the RITS system is shown in Figure 3.1.

GOATS IT

IDAC Retirement and Insurance Transfer System

IPAC ADMIN

RITE ADMIN

|
|
RITS | Dayretl Ofice [24700001
|
|

= |Repor‘ts

TRACS
|Available 2812 and 28124 Reports x|

TRACE ADMIN ==> | Admin Processing Status

PABBWORD | = Eeport Retention Management ==> | Retrieve Report/Data Files

=== | Display Messages

Figure 3.1  RITS Main Menu
Payroll Office

The data entry field on this screen is the Payroll Office field. Your Login ID, which you
entered to start your session with the IPAC system, will be available to the RITS
application. Using that ID, RITS will determine the Payroll Office(s) for whom you are
authorized to do business

e If you are only authorized to act on behalf of one Payroll Office, that Payroll Office
number will appear in the Payroll Office data entry box as shown above.

e If you are authorized to act for multiple Payroll Offices, those Payroll Office
numbers will appear in a drop-down menu box for the Payroll Office.

o If you are authorized to act for more than 25 Payroll Offices, the Payroll Office field
will appear as a blank data entry box.

The Payroll Office field is mandatory and you must accept the Payroll Office number
shown as a default, choose a Payroll Office from the drop down menu or enter a Payroll
Office number in this field.
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Click the “Report Retention Management” button as shown in Figure 3.1. This will bring
up the RITS - Report Retention Management Payroll Office Entry screen shown in
Figure 3.2.

Report Retention Management Payroll Office Entry

RITS - Report Retention Management - Payroll Office Entry

OKl Clear | Return To RITS Main Menu | Help |
Start Date: [2001-06-05 End Date: [2001-06-06

Enter Payroll Office Numbers Below :
|za700001

Figure 3.2 RITS - Report Retention Management Payroll Office Entry

Payroll Office Entry Data Entry Fields

Start Date
The generation date (entered in YYYY-MM-DD format) of the first report(s) you want
to retrieve.

End Date
The generation date (entered in YYYY-MM-DD format) of the last report(s) you want
to retrieve.

These are the dates on which the requested reports were
generated, not the dates covered by the reports.
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Enter Payroll Office Below:
If you entered a Payroll Office on the RITS Main Menu, it will display in the first data
entry box. There are additional data entry boxes to allow you to enter up to a total of
25 Payroll Offices whose outstanding reports you would like to review for retention
or deletion. (All of the data entry boxes may not be visible at one time through your
browser, but they may be accessed using the scroll bar to the right of your screen,
or by hitting the tab key after entering a Payroll Office in the last visible box.)

Only the reports you created through the “Reports”
option on the RITS Main Menu will be available to you.

Payroll Office Entry Function Buttons

HOK”
Displays a list of the reports you created which are currently stored for the Payroll
Office(s) you entered.

“Clear”
Resets all data entry fields to their status the last time the screen was displayed.

“Return to RITS Main Menu”
Returns you to the RITS Main Menu.

“Help”
Display page level, context sensitive help for this screen.

Flagging Reports for Deletion

Click the “OK” button on the RITS - Report Retention Management Payroll Office
Entry screen to bring up a list of the reports which you created for the Payroll Office(s)
entered. If there are no stored reports for the entered Payroll Office(s) which were
generated between the Start and End Dates you entered, you will receive the error
message shown in Figure 3.3.
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Start Date: [2001-06-05

End Date: [2001-06-06

Enter Payroll Office Numbers BEelow :

[z4700001

Errors - Metscape

Ma data found for deletion!

Figure 3.3  Error Message

Close this Error Message window and you will return to the RITS - Report Retention
Management Payroll Office Entry screen where you can enter new report starting and
ending dates, and/or new Payroll Office(s). At this point, the “Clear” button will not erase
any of the data entry fields on this screen. You can highlight the data in any of the fields
and use the Delete key to delete your entry, or you can highlight the data in the fields
and type over it to change it.

If reports exist within the parameters requested, the Report Retention Management
screen will display as shown in Figure 3.4.

RITS - Report Retention Management

Delete | Clear ‘ Cancel ‘ Select All Return To RITS Main Menu ‘M

Delete ALC Dﬁ_t:pzile Description Date
Mo = ] R 2001-02-08
m 1} R Sample report for RITS Manual screen captures. 2001-02-08
e ] R 2001-02-08
Mo = 0 R Maintain Enroliment Code 2001-02-05
o -] ] R 2001-01-28
Mo - 0 R 2001-01-29
[Ves - 0 R 2001-01-20
Mo - 0 R 2001-01-22
Mo -] 0 R 2001-01-22
Mo = ] R 2001-01-17
Mo - i] R 2001-01-17
Delete | Clear ‘ Cancel ‘ Select All | Return Ta RITS Main Menu ‘M

Figure 3.4 RITS Report Retention Management

You will not actually delete a report from RITS. Reports are deleted during a
maintenance process that is run nightly. Through this function, you will flag reports for
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deletion by the maintenance process. Until this process has been run, you can change
the deletion flag (from YES for deletion to NO for no deletion, or vice versa).

Report Retention Management Data Fields

Delete
This field contains a drop down menu with YES/NO choices. If a report is not
currently flagged for deletion, this field will default to NO. If you change this field to
YES, the report will be deleted in the next database maintenance cycle. You may
also change this choice from YES to NO to keep a report from being deleted. This is
the only field on this screen that you can edit.

Payroll Office
The Payroll Office of the agency which generated the report, or on whose behalf the

report was generated. A report which contains data for more than one Payroll Office
will have a zero in the Payroll Office column. A report which contains data not
related to specific payroll offices (such as the Holiday Report) will have “N/A” (for
Not Applicable) in this column.

Data File Type
The type of data currently stored in the system. R = Report.

Description
The report description entered at the time the report was generated.

Date
The date the report was generated.

Report Retention Management Function Buttons

“Next/Prior”
If your request retrieves more reports than will fit on the screen, “Next” and/or “Prior”
buttons will appear as needed to allow you to locate reports.

“Delete”
Submits the changes to the report deletion status.

“Clear”
Resets all data entry fields to their values the last time the screen was displayed.

“Caﬁcel”
Discards any changes you have made to a report deletion status since the last time
the database was accessed. Returns you to the Report Retention Management
Payroll Office Entry screen.
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“Select All”
All of the YES/NO deletion flags on the screen will be changed to YES. After you
have clicked this button, the Clear button will not return these flags to their previous
state but you can still manually change the individual flags to NO.

“Return to RITS Main Menu”
Returns you to the RITS Main Menu screen

“Help”
Displays the page level, context sensitive help for this screen

RITS - Report Retention Management

Delete | Clear ‘ Cancel ‘ Select All Return Ta RITS Main hMenu ‘M

Delete ALC D?.t::e"e Description Date
Mo -] 0 R 2001-02-08
m 0 R Sample report for RITS Manual screen captures. 2001-02-08
(Mo -] 0 R 2001-02-08
Mo -] ] R Maintain Enroliment Code 2001-02-05
Mo -] 0 R 2001-01-29
e ] R 2001-01-20
[Ves - ] R 2001-01-29
Mo -] 0 R 2001-01-22
Mo -] ] R 2001-01-22
Mo -] 0 R 2001-01-17
e ] R 2001-01-17

Delete | Clear l Cancel l Select All l Return Ta RITS Main Menu ‘M

Figure 3.5 Reports Flagged for Deletion

In Figure 3.5, the seventh report shown on the screen has been flagged for deletion.
This flag can be changed at any time until the reports are actually deleted by the RITS
maintenance cycle. After you have marked the reports for deletion (or changed deletion
marks to NO), click “Delete”. The confirmation screen shown in Figure 3.6 will display.

Confirmation Screens

Confirmation Requested
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Purge Report Data Files Confirmation

Do you want the selected files flagged for deletion ?

Figure 3.6  Purge Report Data Files Confirmation

If you click "No”, none of the changes you entered on the most recent RITS - Report
Retention Management screen will be submitted. You will be returned to the RITS -
Report Retention Management screen (Figure 3.4).

Confirmation Given

If you click “Yes”, the changes to report deletion status you entered on the RITS -
Report Retention Management will be submitted to the RITS database and those
reports marked for deletion will be removed during the next regular database
maintenance cycle. You will see the confirmation screen shown in Figure 3.7.

IPAC - Purge Report/iData Files Confirmation
Return To RITS Main Menu l Help ]

The Flag for Deletion changes you have just made have been successfully stored.

Return To RITS Main Menu | Help ]

Figure 3.7 Purge Report Data Files Completion Confirmation

From this screen you can choose to display the system help for this screen (“Help”) or
return to the main menu (“RITS Main Menu”).
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Display Messages

RITS contains facilities for presenting messages to the entire system or to specified
Payroll Offices. The “Must See” messages are transmitted system wide to all users of
the IPAC applications, and may contain IPAC system general instructions, training
announcements, new reporting requirements or other administrative information. When
you first go to the IPAC system web site, if there is a current “Must See” message, you
will be presented with a message screen as explained in the Introduction to this manual.

There is another messaging system for “Broadcast Messages”. These messages are
distributed to an individual Payroll Office or to a group of Payroll Offices.

You should routinely check for Broadcast Messages for your Payroll Office.

Broadcast Messages are entered through the RITS Administration program and their
entry is covered in the RITS Administration Manual. These messages are viewed
through the Display Messages function on the RITS Main Menu.

Accessing the Display Messages Function

To view Broadcast Messages intended for your Payroll Office, log on to the IPAC
system and choose the RITS option from the IPAC system main menu as explained in
the Introduction to this manual. The Main Menu for the RITS system is shown in Figure
41,

GUALS T

e Retirement and Insurance Transfer System

IPAC ADMIN

RITS ADMIN

|
I
RITS | Pagroll Ofice |
|
|

TRACS ==> | 2812 s
' [ Available 2812 and 2812A Reparts =]
TRACS ADMIN l === |Payro]l OfficePay Cycle ==2 | Admin Processing Status
PASBSWORD I i | Eeport Eetention Management ==2 |Retrieve ReportDiata Files

Click here

=== Tizplay Mescages

Figure 4.1  RITS Main Menu
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Payroll Office

The first field on this screen is the Payroll Office field. This is the Payroll Office number
of your Payroll Office, or the Payroll Office for whom you are doing business. Your Login
ID, which you entered to start your session with the IPAC system, will be available to
RITS. Using that ID, RITS will determine the Payroll Office(s) for whom you are
authorized to perform business.

e If you are only authorized to act on behalf of one Payroll Office, that Payroll Office
will appear in the Payroll Office data entry box as shown above.

¢ If you are authorized to act for multiple Payroll Offices, those Payroll Office
numbers will appear in a drop-down menu box for the_Payroll Office field.

e If you are authorized to act for more than 25 Payroll Offices, the Payroll Office field
will appear as a blank data entry box.

The Payroll Office field is mandatory and you must accept the Payroll Office number
shown as a default or, if you have further authorizations, either choose a Payroll Office
from the drop down menu or enter a Payroll Office in this field

RITS - Broadcast Messages screen

After completing the Payroll Office field, click on the “Display Messages” button as
shown in Figure 4.1. The Broadcast Messages screen, shown in Figure 4.2, will
display.

Broadcast Messages
Return To RITS Main Menu

IPAC Training will be held on August 3, 2001 from 9:00AM - 3:00PM at PGMCI Hyattsville, MD Room
246D

Return To RITS Main Menu

Figure 4.2 Broadcast Messages
You can print this message screen through your browser’s print facility.
There is no provision for responding to either Must See Messages or Broadcast

Messages through the RITS system. Once you have seen and made note of the
Broadcast Messages for your agency, click “Return to RITS Main Menu.”
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Reports

Available 2812 and 2812A Reports, Enroliment (Health Benefit) Codes, and the
Federal Holiday Schedule can be viewed or printed through this function.

Viewing and Printing Reports

The viewing and printing of documents from within RITS is standardized and is
discussed extensively in the Infroduction to this manual. In some instances, reports have
parameters that allow you to place constraints on the data retrieved into the report. The
parameters, or report criteria, limit the boundaries of the data that will be contained in the
report. For instance, you may be asked for a Start and End Date for the report and no
data for transactions before the Start Date or after the End Date will be retrieved.
Similarly, you may limit the data to transactions for only one Payroll Office. These and
other parameters are entered through a Report Request screen after the report is
selected from the menu and before generation of the report is requested.

Screens Used to Request a Report

In the print function discussed in the Introduction, a Report Request screen (Figure 5.1)
is described which allows you to enter a Report Description and Footer Comments. The
Title on the Report Request screen will vary depending on the report you have
selected.

RITS - Holiday Report
OKl Clear | Return To RITS Main Menu | Help |

Report File

Description:

Lo

Start Date: |

End Date: |

Footer I
Comments:

%l Clear | Return To RITS Main Menu | Help |

Figure 5.1  Report Request Screen
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For the reports viewed or printed from the Reports option on the RITS Main Menu, a
similar screen may allow you to enter restrictive parameters in addition to the Report
Description and Footer Comments (such as the Start Date and End Date fields shown
on Figure 5.1). Any parameters available will be discussed with the description of the
individual report below.

Report Request Screen Data Entry Fields

Report File Description
This field is used to name and/or describe the report. It will be this name or
description that appears in the system when you later retrieve the report for viewing,
printing or deleting. The description that you assign to the report should be as
meaningful as possible to help with later report identification. This description does
not print on the report itself.

It is important that a meaningful description be entered in this field. This
will help you identify the report when you want to retrieve or delete it.

Footer Comments
This field is printed on the bottom of each page of your document or report. Figure
1.6 in the Introduction shows a sample report with the location of the Footer
Comments marked.

Report Request Screen Function Buttons

MOK”
Accepts the parameters you have entered, retrieves the report data and requests
the Report Statistics screen for this report.

“Clear”
Resets all data entry fields to their values the last time the screen was displayed.

“Return to RITS Main Menu”
Returns to the RITS Main Menu.

“Help”
Displays the system help for this report.

After you have retrieved the data for the report by selecting the “OK” button from the
Report Request screen, the Report Statistics screen will display as shown in Figure
5.2. This screen is consistent for all documents which contain data.
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Report Statistics
Ok Return To RITS Main Menu | Help
Number of pages in
&
report:
Output Format: HTML -

_OH Return To RITS Main Menu ] Help

Figure 5.2 Report Statistics Screen

Report Statistics Screen Data Fields

This screen will tell you the number of pages the report or document will have and
provides you with a drop down menu of output formats and shown in Figure 5.3.

Report Statistics

%J Return To RITS Main Menu ] Help

Number of pages in y
report:

Output Format:
ok Retum To RITS Maire | Help

Figure 5.3  Output Format Menu on Report Statistics Screen

Menu Choices

HTML
HyperText Markup Language
The document format used on the World Wide Web. Choose this option to view the
report immediately. The report is generated in HTML format and appears in the
RITS Report Viewer. This is the default choice. When printing a report, it is
recommended that you use the PDF format, as described in the next section, rather

than the HTML format.

PDF
Portable Document Format
A file format, read with an Adobe Acrobat® reader, for saving the report to be
viewed or printed online. The Adobe Acrobat reader must be available on your
system and your browser must be properly configured to view or print the report in

this format.

Report Statistics Screen Function Buttons

HOK”
Accepts the Output Format you have selected and generates the report.
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“Return to RITS Main Menu”
Returns to the RITS Main Menu.

“Hel p”
Displays the system help for this report.

Report Request That Produces No Data

When a report request does not produce any data, no report is generated and the
Reports Statistics screen will show the report having 0 pages. Figure 5.4 shows an
example of this situation.

Report Statistics
Return To RITS Main Menu | Help

Number of pages in
0
report:

Output Format: HTML ~

Return To RITS Main Menu l Help

Figure 5.4 Report Request That Produced No Data

When this happens, there is no “OK” button to request display of the report. Your only
options are to return to the RITS Main Menu or to view the system help screen.
Accessing the Reports Function

To access the Reports function, log on to the IPAC system and choose the RITS option

from the IPAC system as explained in the Introduction to this manual. The Main Menu
for the RITS system is shown in Figure 5.5.
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GOALS I

TEAT Retirement and Insurance Transfer System
IDPAC ADMIN

RITS Payroll Office |
RITS ADMIN

TRACS | s ‘2812 ==> | Reports

[ Awailable 2812 and 28124 Reponts 7|
TRACS ADMIN | s ‘Payro\l Office/Pay Cycle ==> | Admin Processing Sjatus
PASEWORD | Gt ‘Repor‘[ Retention Management == | Retrieve Report/Teta Files

==> | Display Messages
| Click here for drop down menu

Figure 5.5 RITS Main Menu

You may enter a Payroll Office number on this screen or, if it is required, you may enter
it on a later screen. The Reports option has a drop down menu that allows you to select
a report before entering the Reports function. You can display this menu by clicking on
the down arrow to the right of the default report name as shown in Figure 5.5. Figure 5.6
shows the RITS Main Menu with the report menu revealed.

GOALS IT

IDAC Retirement and Insurance Transfer System

IPAC ADMIN

|
|
R | Payrell Office j | Select report from drop down menu
|
|

i i Click here
. o afterreport |y ==* [Reporfs
SR = ]2812 selection [awai
TEACS ADMIN | ==x lPayro]l Office/Pay Cycle Health Eenefit Enraliment Cades
Holiday Schedule
EASSWORD | ==z IReport Retention Management ==> | Retrieve Feport/Data Files

== | Digplay Messages

Figure 5.6  RITS Main Menu with Reports Menu

Highlight and select the report you wish to generate. This report will show in the
selection window below the “Reports” button. Click “Reports”. The next screen that
displays, the Report Request screen, will vary according to your report selection and
will be discussed with each report below.
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Available 2812 or 2812A Report

This is a listing of available forms 2812 or 2812A for a selected Payroll Office. When you
select this report, the Report Request screen shown in Figure 5.7 will display.

Computer Generated 2812 Or 2812A Report

ﬂ(J Clear | Return Ta RITS Main Menu ] Help

Report File Ijmpuc:r Generated 2612z for 24000001

L]

Description:

Payroll Office Number: |24000001

Footer Comments: |This is & sample Reporc Footer

%J Clear l Return Ta RITS Main Menu |ﬂ]
Figure 5.7  Available 2812 or 2812A Report Request

This Report Request screen has 3 data entry fields:

Payroll Office Number
If you entered a Payroll Office Number on the RITS Main Menu before
selecting the “Retrieve Report/Data Files” function, it will appear in this data
entry box. You can also enter or change the Payroll Office Number on this
screen. If you do not enter a Payroll Office Number in this field, the requested
report will have no data.

Report File Description These are the standard Report Request
data entry fields described in the
Footer Comments Introduction and earlier in this Section

A sample of this report is shown below.
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PA&Y PERIODS FOR %WHICH THE COMPUTER GENERATED 2812/2812A 13 AVAILABLE
PAYROLL OFFICE 80000701

Fay Type Report Number Description From D ate To Date Fayroll Paid [ate RITS Stat
B BA0262E! NASA/LERE 120700 12/30,00 /8001 C
B BA02GZ7| NASA/LERD 1273100 1013101 1523101 C
1 of 1 /G0
Feport Requested by Angela M. Wessels R_1_0_1_1_ComputerGenerated2812/2812AReport.rod

Figure 5.8 - Available 2812 or 2812A Report
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Enroliment (Health Benefit) Codes Report
This is a listing of Health Benefit Enroliment Codes currently in the RITS database.

A Payroll Office Number is not required on the RITS Main Menu screen to request this
report.

When you select this report, the Report Request screen shown in Figure 5.9 will
display.

RITS -Maintain Enrollment Code

% Clear | Return To RITS Main henu ‘ Help

Report File Enrollment Codes in RITS as of 2/22/01 =l
Description:

Footer

Sample of the Maintain Enrollment Code Report
Comments:

% Clear | Return To RITS hain Menu ‘ Help

Figure 5.9  Enroliment (Health Benefit) Codes Report Request

The Report File Description and Footer Comments are the standard Report Request
data entry fields described in the Introduction.

The report contains columns which list the Enroliment Code, the date the Code became
effective, the Health Provider Name associated with the Code, the Contribution and/or
Withholding Rates for this enroliment Code, and, if applicable, the date the Code was
closed.

A sample of this report is shown below.
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HEALTH BENEFIT ENROLLMENT CODES

Health Benefit Code Effective Date Cloze Date
101 200104401
102 200104101
104 200104101
105 200104401
201 200104101
202 200104101
204 20010401
205 200104101
261 200104101
262 20010401
211 200104101
212 200104101
451 20010401
452 200104101
454 200104101
455 20010401
cab1 200105/23
E31 200104101
E3Z 20010502
ES1 200104101
ESZ 200104101
jba 200105/23
KH1 20010426
Kz 20010426
KL 200104265
KLS 20010426
KM 20010426
Koz 200104265
KR1 20010426
KTZ2 20010426
L] 200104265
e 20010426
K 20010426
L3z 200104265
LC4 20010426
LDz 20010426
LF1 20010426
LEz2 20010426
L1 20010426
Lz 20010426
Ind 200105/21 2001M05/22
LP1 20010426
Loz 20010426
L&1 20010426
Luz 20010426
Lirq 20010426
Lz 2001026
hiB1 20010426
MCZ2 20010426
hiE1 20010426
hi G2 20010426
k1 20010426
hibdz 20010425
hih1 20010426
hPZ 20010426
teat 200105/23
tib1 200105/23

1 of 1 GG

Figure 5.10 Health Benefit Enroliment Codes Report
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Holiday Schedule Report

This is a listing of Federal holidays for the period entered by the user. When you select
this report, the Report Request screen shown in Figure 5.11 will display.

RITS - Holiday Report

M Clear | Return To RITS hain Menu | Help

Report File Federal Holidays for Calendar Tear zZ001 J
Description:

Start Date: 2001-01-01

End Date: 2001-12-31

Footer Comments:  [calendar Year 2001 Federal Holidays

% Clear | Return Ta RITS Main Menu | Help

Figure 5.11 Holiday Report Request

This Report Request screen has 4 data entry fields:

Enter a Start Date and an End Date for the report in YYYY-MM-DD format. These
fields are mandatory. No holidays before the Start Date or after the End Date will be
retrieved.

The Report File Description and Footer Comments are the standard Report
Request data entry fields described in the Introduction.

A sample of this report is shown below.
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GOVERMMENT HOLIDAY S
Start Date 20010101 End Pate2001/12/31
Government Haliday Description
11101 Hew Tears Day
141501 Martin Luther King's Birthday
201901 President's Day
5128101 Memorial Day
Tiam1 Independence Day
2301 Labor Day
10/2m1 Columbus Day
114201 Veteran's Day
1162201 Thanksgiving Day
1242501 Christm as Day
10t 1 62001
Calendar Year 2001 Federal Holidays
Report Requested by: Jane A. Doe R_3_0_7_1_HolidayReport.rod

Figure 5.12 Government Holidays Report
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Retrieve Report/Data Files

Reports and data files generated by RITS can be retrieved for viewing or printing
through this function. For report deletions, use the Report Retention Management
function discussed in Section 3 of this Manual.

Accessing the Retrieve Report/Data Files Function
To access the Retrieve Report/Data Files function, log on to the IPAC system and

choose the RITS option from the IPAC System main menu as explained in the
Introduction to this manual. The Main Menu for the RITS system is shown in Figure 6.1.

GOALS I

TEAT Retirement and Insurance Transfer System
IPAC ADMIN Clle here

RITS Payroll Office |
RITS ADMIN

PRACS | oy ‘2812 ==> |Reports

[ Awailable 2812 and 28124 Repons 7|
TRACS ADMIN | s ‘Payro\l Office/Pay Cycle ==* | Admin Processing Status
PASEWORD | Gt ‘Repor‘[ Retention Management == | Retrieve Report/Data Files

==> | Display Messages

Figure 6.1 RITS Main Menu

Payroll Office

The data entry field on this screen is the Payroll Office field. This is the Payroll Office
responsible for filing the SF 2812. Your Login ID, which you entered to start your session
with the IPAC system, will be available to RITS. Using that ID, RITS will determine the
Payroll Office(s) for whom you are authorized to do business.

e If you are only authorized to act on behalf of one Payroll Office, that Payroll Office
number will appear in the Payroll Office data entry box as shown above.

o If you are authorized to act for multiple Payroll Offices, those Payroll Office
numbers will appear in a drop-down menu for the Payroll Office.

e If you are authorized to act for more than 25 Payroll Offices, the Payroll Office
field will appear as a blank data entry box.

The Payroll Office field is mandatory and you must accept the Payroll Office number
shown as a default or, if you have further authorizations, either choose a Payroll Office
from the drop down menu or enter a Payroll Office number in this field.
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Click “Retrieve Report/Data Files” as shown in Figure 6.1. This will display the RITS -
Retrieve Report/Data Files screen shown in Figure 6.2.

RITS - Retrieve ReportiData Files

M Clear ‘ Return To RITS Main Menu | Help

Payroll Office; |24500002
Start Date ; [2001-01-01
End Diate ; |2001-01-31

M Clear ‘ Return To RITS Main Menu | Help

Figure 6.2 Retrieve Report/Data Files

Retrieve Report/Data Files Fields

Payroll Office
The Payroll Office number under which the reports/data files are stored. This field

will contain the number you entered in the Payroll Office field on the RITS Main
Menu. You can change this number or delete it and leave it blank.

Start Date
The starting date of the report/data files search. Enter the date in YYYY-MM-DD
format.

End Date
The ending date of the report/data files search. Enter the date in YYYY-MM-DD
format.

The start date and end dates refer to the report generation
dates, not the dates covered by the reports.
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Retrieve Report/Data Files Buttons

HOK”
Submits your request and retrieves a list of report/data files meeting the entered
criteria, five to a screen, as shown in Figure 6.3. Only report/data files that you
created can be retrieved.

“Clear”
Sets all fields to their values the last time the screen was displayed.

“Return to RITS Main Menu”
Returns you to the RITS Main Menu.

“Help”
Displays the system help for this screen.

Retrieving Reports and Data Files

Clicking “OK” on the Retrieve Report/Data Files screen (Figure 6.2) after completing the
Start Date and End Date fields will display the Report/Data File List screen shown in
Figure 6.3. The reports will be displayed 5 at a time. If there are more that 5 reports
meeting the criteria, they may be accessed by clicking the appropriate “Next” or “Prior”
button which will display as needed.

Report/Data File List

Select ] CIearJ Return Ta RITS Main Menu I Help
|Select | Payroll Office |No.Of Pages | Diescription | Diate
[c | oooooooo [ 1 | [ 2001-05.09
s [ oooooooo [ 1 | Sampls Holiday Report Testing 5/0/01 [ 2001-05.09
Select J Clear J Return To RITS Main Menu I Help

Figure 6.3 Report/Data File List

Report/Data File List Columns

Select
Click the option button to toggle selection for the desired report. Clicking on an
already selected report will deselect that report. These fields are mutually exclusive
and only one report may be selected at a time. This is the only field that you can
change on this screen.

Payroll Office
The Payroll Office number which you entered on the Retrieve Report/Data Files

screen.
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No. of Pages
The number of pages in the printed report.

Description
The report description that was entered at the time the report was generated.

Date
The date the report was generated.

Report/Data File List Function Buttons

“Select”
Submits the request to retrieve the selected report.

“Clear”
Sets all fields to their values the last time the screen was displayed.

“Next”/“Prior”
Reports are listed five to a screen. If there are more than five reports meeting your
selection criteria, these buttons display the next or previous screen of reports/data
files.

“Return to RITS Main Menu”
Returns you to the RITS Main Menu.

“Help”
Displays the system help for this screen.

Select the report you want to retrieve by clicking the option button to its left , then click
the “Select” button to display the Report Statistics screen for this report (Figure 6.4).

Report Statistics

M Return To RITS Main Menu | Help

Number of pages in ]
report:
Output Format: HTHL =

M Return To RITS Main Menu | Help

Figure 6.4 Report Statistics

The Report Statistics screen is part of the Viewing and Printing Documents function
that is discussed in detail in the Introduction to this manual. When you are finished with
this function, you will be returned to the RITS Main Menu.
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Admin Processing Status

The Admin Processing Status function is new in RITS. It is designed to allow you to
review RITS transactions processed through Bulk File Submissions.

GOALS I

TEAT Retirement and Insurance Transfer System
IDAC ADMIN

RITS Payroll Office |

RITS ADMIN N
e e Click here —> |Reports
TRACS s
| ‘ 2812 \:Availame 2812 and 28124 Reponts 7|
TRACS ADMIN | S5 ‘Payro\l Office/Pay Cycle ==* | Admin Processing Status

PASEWORD | Gt ‘Repor‘[ Retention Management == | Retrieve Report/Data Files

==> | Display Messages

Figure 7.1 RITS Main Menu

Accessing the Admin Processing Status function

To access the Admin Processing Status function, log on to the IPAC system and choose
the RITS option from the IPAC system main menu as explained in the Introduction to this
manual. The Main Menu for the RITS system is shown in Figure 7.1. To display
information about transactions that have been processed in RITS through Bulk File
submission, select the “Admin Processing Status” button from the RITS Main Menu as
shown in Figure 7.1.

This will display the Admin Processing Status Inquiry screen shown in Figure 7.2
where you will enter the criteria for the transactions (2812 submissions) that you want to
review. The report generated will reflect all Bulk File 2812 submissions for the specified
Payroll Office within the designated time period.

RITS - Admin Processing Status Inquiry
Subrmit l Clear ] Return Ta RITS Main Menu I Help

RITS Selection Criteria

Payroll Office

Start Date: End Date:
Start Time: End Time:
Submit I Clear I Return Ta RITS Main Menu | Help
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Figure 7.2  Admin Processing Status Inquiry

Admin Processing Status Inquiry Data Entry Fields

Payroll Office
Payroll Office for which Admin Processing Status Information will be displayed.

Start Date

Date that the search for Admin Processing Status Information is to begin. Enter in
YYYY-MM-DD format.

End Date

Date that the search for Admin Processing Status Information is to end. Enter in
YYYY-MM-DD format.

Start Time
Time that the search for Admin Processing Status Information is to begin. Enter in
military format. Military time is explained in the Introduction, and a time conversion
chart is included in Appendix G.

End Time
Time that the search for Admin Processing Status Information is to end. Enter in
military format.

Admin Processing Status Inquiry Buttons

“Submit”
Submits the request for Admin Processing Status Information.

“Clear”
Resets the data entry fields to their values the last time the screen was displayed.

“Return To RITS Main Menu”
Returns to the RITS Main Menu.
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“Help”
Displays help information for this screen.

Admin Processing Status Inguiry Resulis

Return To IFAC hiain Menu I PrintI HeIpI

|Tra.ns Date Trans Time |Message Logon Id |Am) Code
2001-02-15 12:08:32 EDT Trading Partner Profile Information IPAC
=1iat003
2001-04-13 10:58:32 The ALC 5697 has been closed [PAC
= 1iat004

Return To IPAC hain Menu I PrintI HelpI

Figure 7.3  Admin Processing Status Inquiry Results

Admin Processing Status Inquiry Results Data Entry Fields

Trans Date
Date the transaction was processed.

Trans Time
Time the transaction was processed. Displayed in military time format.

Message
Displays a description of the transaction.

Logon ID
Displays the Logon ID of the person who submitted the transaction.

App Code
The application name in which the transaction occurred. All RITS related
transaction information will be displayed with “RITS” in this column.

Admin Processing Status Inquiry Results Buttons

“Return To RITS Main Menu”
Returns to the RITS Main Menu.

“Print”

Select this option to print a copy of this report. The Print function is described in
detail in the Introduction.
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“Help”
Displays help information for this screen.
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Append iIX A Sample 2812 & 2812 A
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Ap pe n d iX C Configuring Netscape Navigator® to save PDF

files

If your Netscape Browser does not give you the option to save a .PDF file to disk, you
will need to reconfigure this file type in Navigator. Select Edit from Netscape’s Menu
Bar.

% GDALS Main Menu - Netscape

File  Edit ‘F& Go  Communicator  Help }
oW A4 &4 = = a4 @ @
it Ll c L Rlok

: Back Fanward Rl T : 1 Print Securty Shop Stop
£ w$ T Bookmarks Netsite] Click here [/ =] @I what's Related
Figure C.1  Netscape Navigator Menu Bar

A drop-down menu similar to that shown in Figure C.2 will display.

7 Report Statistics - Netscape

e NEGIN Yiew Go Communicator Help
I a2 =5 & B ;
Home Search  Meterane Frirt. Security Shop Stop = -
o Select | @7 what's Fislated
Select Al Chl+d [ -
{LH = wETTEETT R T Ty TimeSite Thesaums Microzoft Samples Google |_|‘ Charnels
FindinPage... Chl+F
R_{ Firid &gain LCirl+[5
Search Intemet
(IS BN n henu Help l
—  Preferences...
Number of pages in ’
report:
Output Format: ]PDF -
Return To [PAC hain henu ] Help I

Figure C.2 Netscape Navigator Edit Menu
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The “Preferences” command on the Edit Menu displays a Preferences dialog box as
shown in Figure C.3

DALS Main Menu - Metscape
Fil= Edit “iew Go Communicator Help
i < & 5 | A % | ke ey & @y
Back [EREE | Freferences [ %]
«f " Boockmaks 4 Categow: ] 17 What's Relat
- Appearance Specify the home page location
. Forts |
GOALSII - Colors — Mavigator starts with
= N_avigatol £ Dlankpag Select
IEAC an?ua?es & Home page
pplications - i 15 for
pae ADuTH ‘.. Smart Browsing " |ast page visited L 21l of
e s | B Mail & Newsaroups —Home page vised that
- Roaming Access Clicking the Home buttor will take pou bo thiz page. ke and/or
BETTS [+ Composer .
[#- Offline Lacation: .
[+ &dvanced [
ETTS ADMTHN Usge Cumrent Page | Browse... | - —
L
— Histary lication
TRACH ;
History iz a list of the pages vou have previously visited. fc_n_r_ltams
_ : - ur browser
Pages in history expire after; |5 daps Clear History |
TRACZE ADMI
: )  Location Bar Histom ‘__'5:,.__'"_*-!1_
EASSWORD Clear the list of zites on the location bar: Clear Location Bar | mﬂ;‘?—h
e ik
= Qk I Cancel | Help | ; .~
gl T e T R T T o L - = ’
Figure C.3 Netscape Navigator Preferences/Navigator Dialog Box
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In the Category window, choose Navigator/Applications and a Description window will
display as shown in Figure C.4

+1;1— Report Statistics - Netscape

File Edit “iew Go Communicator Help

' D 2 W S & B @

Back Fomward Reload Home Search  Netscape Print Secuiity Shop Stap
B e e - 2

214 1PAL B141FAC

Lategory: j Charnels

Fartz .
OKI Return To IPAC Mair | - - Colors Description
- |E=-Mavigatar Acrobat ﬂ Hew T}'DB
Number of pages in 1 . - Applications Address Book FI|E Edll Click here
report: - Smart Browsing Adobe Acrobat Forms Document
Output Format: IE [l Mail & Newsgroups Adobe webbuy Plugin Bemeove
[ Roaming Access AIFF
- Composer AFF
OKl Return Ta IPAC Mair E Offline AOL Instant Meszenger Launch
——————————— | #- Advanced ART Image 5
- File tupe detail
E stension:

MIME Tupe: application/pdf_ipac
Handled By: PROGRAM

Ok I Cancel Help

il | :
Figure C.4 Netscape Navigator references/Applications Dlalog Box

In the Description select AcroRd32 File (or AcroRd16 File) and click Edit.
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The Edit Type dialog box will display. Leave all of the options as you find them with the
exception of the “Ask me before opening downloaded files of this type” box. Click this
box to insert a check mark.

' Report Statistics - Metscape

File Edit Wiew Go Communicator Help
e w A D e o m oz & B B
i Back Forward Reload Hame Search  Metscape Frint Security Shop Stop
e B et o e - o S it
214 |PAC 14 1PAC e l§ Channels
- Fonts
OKl Return To [PAC Mair | -~ Colars AcroRd32 File
— | E=-Mavigator Mew Type... |
) - Language
Number of pagesin . Applicatio  Extension:
report: . e Smart Bro S B
o [ (el (applic alion/pdfipad] e
Output Format: [P | Maid Newsg e
-Flnammg ACE [T Lse this MIME a5 the outgaing default for these fle extersions
-Eomposer
oK| Return To [PAC Mair |- Dffine drcled by
—————————————————— | #-Advanced " Navigatar
" Saveto Disk
¢ Application: [C:\Program Files\Adobedcrobat 4.0%Fea
Browse..
™ &sk me before opening downloaded files of this type
oK | Cancel | Help
e == |

Figure C.5 Netscape Navigator Edit Type Dialog B_O'X

Click “OK” to save your change and close this dialog box, and “OK” again to close the
Navigator/Applicator dialog box. This will return you to the main Netscape screen.
The next time you choose a PDF file as your output option from a Report Statistics
screen, you should see the Security Warning dialog box referenced the in Introduction
and shown in Figure C.6.
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Report Stati

Figure C.6  Netscape Navigator Security Warning Dialog Box
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In Microsoft’s Internet Explorer® you cannot accidentally configure the MIME type for
PDF files only to open without the option of being saved. The option “Always ask before
opening this type of file” is dimmed and the check mark cannot be removed from the
“File Download” dialog box for .pdf, .exe or .com files.

7} Report Statistics - Microsoft Intemet Explorer

] File Edit “iew Fawortes Toolz Help

‘@v*-@fﬁ

Back Faryward Stop  Refresh  Home

QD = BB IS o,

Search Favortes  History il Frint Edit

I Address |€| http: ##el ais21 4/APACH

OKl Return To IPAC hain hMenu | Helpl
Number of pages i report: 1 T =]
Output Format: I FOF
‘You have chosen to download a file from this location.
OKl Feturn To IFAC kdain kdenu | 294201 7e From elais214

‘what would pou like to do with this file?

" Open thiz file from its current location

o

¥ Alinays ask before apenitig this bipe of fle

0K I Cancel Mare Infa

Figure C.7  Microsoft Internet Explorer File Download Dialog Box
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Ap pe n d iX D Configuring Browsers to Accept Cookies

What are Cookies?

A cookie is a file sent to a web browser by a web server. It is used to store information
about users and their preferences so the server does not have to repeatedly request the
information. When the browser requests additional files, the cookie information is sent
back to the server.

The name “cookies” comes from "magic cookies" which are tokens used in the UNIX
operating system. (An alternate theory is that the name comes from the story of Hansel
and Gretel, who marked their path through the woods by dropping crumbs along their
trail.)

Session cookies reside in your computer's memory until you close your browser. Long
term cookies are written to your hard drive. Cookies can store information that you enter
during your browser session, but they cannot read information stored in your computer.

Cookies are simple text files and cannot execute programs on your computer. You can
use a text editor to view cookie files. In Netscape® Communicator 4.75, the file is called
cookies.txt and is located in the same folder as Netscape. Macintosh users can find it in
the Netscape folder in the System/Preferences folder. Internet Explorer creates
separate files for each cookie and stores them in folders named Cookies or Temporary
Internet Files.

What are the IPAC System Cookie Requirements?
The IPAC System Cookie Policy, as stated on the IPAC System Main Menu is:

Cookie Policy: The Department of Treasury, Financial Management
Service Application web sites require and use a cookie for maintaining a
connection. This session cookie contains a system generated ID only, is
stored in memory and automatically deleted when your browser is closed.

Long-term (written to your hard-drive) cookies are also used to maintain
optional preferences. These cookies only contain such preference
settings; they do not contain uniquely identifying information and are not
used for tracking purposes.

To access the IPAC applications, cookies MUST be enabled. The default value for
most browsers, including Microsoft® Internet Explorer 5 and Netscape®
Communicator 4.75, is that cookies are enabled. If you receive a error message
regarding cookies when trying to access the IPAC applications on the Internet, check
your browser settings to be sure that cookies are enabled.
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If you or your agency are uncomfortable with having cookies enabled in your browser,
you may choose “Prompt” as your cookie setting in Microsoft Internet Explorer 5.0 (see
Figure D.4) or “Warn me before accepting a cookie” in Netscape Communicator 4.75
(see Figure D.7). You must still accept any cookies sent by the IPAC applications, but
the warning will remind you of your cookie setting when you are accessing other sites

through your browser. (This warning can quickly become irritating, so use this setting
only if required by policy.)

Controlling Cookies in Microsoft® Internet Explorer 5

To configure your cookie settings, open Internet Explorer and from the menu bar, select
Tools > Internet Options as shown in Figure D.1

/3 IPAC Login (FOR TESTING runroSES OMLY) - Microsoft Internet Explorer

J File Edit Miew Favortef | Tools |Help | il

Mail 2 W News » = =
e s R & B 3 v .
Back. Forward Stop 5 Farch | Favoites  History (GET Print Edit
“windows Update
| Agdiess [&] huprietaiztadpar————— -] @6 H Links >
o et 1
Favorites T S . ;I
P r— M | Click here h
o I |
] Channels T W | \
2] Imported bookmarks \l
[Z Links . |
0 i Then click here |
(1 Sothware Updates 0K HElpI
@] IPAC Loginon 214

Figure D.1  IE5 Enabling Cookies--Step One

On the Internet Options window click the Security tab as shown in Figure D.2
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| Inteinet Dptions K E3

Gi=r=ral lSa-:;u' | E-:ﬂl:ert| Emnal:ljl:ns| F'|-:-;|rama| P.I:h'El"lDEld]

' a ‘o cah changd which page fouse for pour hame pape.
Addreas b bl ik

UscCurenl | UseDefol | UszBlank

Temporan Inkenst Fles

F; Fages pou vigw on the Intemet e staredin 2 special folde
Y for guick viesing late.
[elete Fies. Sebtngs...
—Hizlorp
The Hicton, folden contan: lnkz ba pages pod've vidked, for
A ouick access b racartl siewad papes
D ayz o kaen pages in kistam: IE'EI 3 Cleal Histony I
Cokz.. | Fantz .. | Languagez .. | Lecezabilly.. I

[ oe ] caed | s |

Figure D.2 IE5 Enabling Cookies--Step Two
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On the Internet Options Security window click the Custom Level button. As shown in
Figure D.3.

Intesnet Ophons BHE

General Seounby |l:-:-nl:art| Conrections | Programe | Advanced |

Selact auﬁn CORLENT Z0NE L0 SpEcily s securiby selings.

O @

Trished sies Riazlictad
akEa

Local antramel

@l | Thi 20ne containe 2l 'web shes that B
5 AE QN POW orpariEalion's miranak =

Securh, levd Far thiz zore
Morve the zider bo zet the securby leve For s zone.
- | - Medium
- Safia brovwsing and 2l functionz

" - Prompks bebone domrloading potenball uraofe conbent
- Unzgred dchveld conhiob wil nat be downloaded

-1 - - dhppiopiate o sk nlermel sies
Click here

Cutomlevel . | Defoutlewd |

[ ok | cames | e |

Figure D.3 IE5 Enabling Cookies--Step Three
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In the Settings window:

1) Scroll down to the Cookies area.

2) In the "Allow cookies that are stored on your computer" section, choose “Enable,” or
“Prompt.”

3) Inthe "Allow per-session cookies (not stored)" section, choose “Enable,” or “Prompt.

4) Click “OK” to close the Security Settings window.

Internet Ophions K E r

General  Sacurly ] El:rllu'll:l Enrrlu:lil:n:l F"u:gr.:rn:l .ﬁd'-'.:rl:uﬂl

ol e s s |
Bl S ocuiily 5 allinge h 7| =] |!

Ei Sellings

Ir O Dizeble = 1) Scroll down

i Erable

| O Fromal /

. (] Cookizs _f/

gﬂ &] Aow conkies bt ae ghored an pour compuber

¥ Diszble

& Eratle

] O Fromgt

| ¥ &] Alow percestion conkies o

| (¥ Diszble

S & Enable,

¥ Piomat

- | |=5 Downloads

i %54 Fin bt

2) Select Enable or Prompt

Aezet cuziom seihngs

/ 3) Click

Beeattor [Madurm b

Figure D.4 |E5 Enabling Cookies--Step Four

Click “OK” to close the Internet Options window.
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Controlling Cookies in Netscape® Communicator 4.75

To configure your cookie settings, open Netscape Communicator and from the menu
bar, select Edit > Preferences as shown in Figure D.5

auALy rlain Menu - Netscape

=— Click here

N 2 w3 & B B

Home Search  Metscape Print. Security Shop
e: [ hitpr /e ais214:80APAL/ -] @07 what's Fielated
wehSeal IPAC Wl eather Dictionary TimneSite Thesauns Refdesk Hicrosaft ‘Weather Googls |:|' Channels

Select All Chil+4,

o A o s

Find in Page...  Chl+F

Gl

Search Intemat i irning!
_MJ Then click here

oo ermment owned or operated computer system This systemn is for use by
IPAC ADMIN authonzed users only Anyone using this system expressly consents to having all of their activities on this
system monitored and recorded by system personnel and is advised that if such monitoring reveals
RITS possible evidence of unauthorized access unauthorized use andfor criminal activity such evidence may

be provided to law enforcement officials.

BITE AT 18 U.S. Code 2510

TRACS Cookie Policy: The Department of Treasury Financial Management Service Application web sites
require and use a cookie for maintaining a connection. This session cookie contains a system generated
TRACE ADMIN IO only,is stored in memany and automatically delsted when your browser 15 closed.
Lang-term(written to your hard-drive) cookies are also used to maintain optional preferences These
PASSWORD cookies only contain such preference settings;they do not contain uniguely identifying information and

are not used for tracking purposes

Figure D.5 Netscape Enabling Cookies--Step One
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In the Preferences window, click the Advanced category as shown in Figure D.6.

Preferences E4 |

LCat

Egor;

S

- M awigator
Languages
Applications
- Smart B [oAEINg

- Mail & Mewsgroups

- Roaming Access

- Composger

- Offline
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Specify the home page location

— Mavigator startz with
" Blank page

™ Last page visited

— Home page

Clicking the Hame buttan will take you ta thiz page.

Location: |Http: A fedweb. frb. go
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In the Preferences, Advanced window, under Cookies select “Accept all cookies” or
“Accept only cookies that get sent back to the originating server” as shown in
Figure D.7.

Preferences i
Cateqan:
AT R o 5
=l Appearance : fﬁ:f}'ﬁhgeﬂrei'erences that affect the entire product
© - Fonts o
‘. Calars
r_J M avigatar IV aAutomatically load images
- Languages W Enable Java
Applications :
Wil ; ¥ Enahble Javascript
- Smart Browszing
- Mail & Newsgroups [¥ Enable JavaScript for ail and Mews
(/- Roaming Access ¥ Enable style sheets
[+ Composer ;
Gl [ Send email address as anorymous FTP password
— Cookies
Select one P+ Accept al cookies

1 Y Accept only cookies that get sent back to the ariginating server

" Disable cookies

Click here (also) if you
need notification of ¥ wamn me before accepting a cookie

cookies.

Then click here > 0K Cancel Help

Figure D.7 Netscape Enabling Cookies--Step Three

Click “OK” to save your new configuration and close the Preferences window
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Ap pe n d iX E RITS Roles and Functions

User Role

Function Performed

RITS Accountant

Report retention management
Display messages

Access to the following reports:
Available 2812 and 2812A Reports
Enrollment (Health Benefit) Codes
Holiday Schedule

Retrieve report / data files

Bulk File Submitter - Submit bulk
2812s

Report retention management
Display messages
Retrieve report / data files

RITS Payroll Admin

2812 (cannot create estimated or model estimated — can
create an original and supplemental, can also edit an
original or supplemental prior to drawdown)

Payroll office / pay cycle (can’t add payroll office)
Report retention management

Display messages

Access to the following reports:

Available 2812 and 2812A Reports

Enrollment (Health Benefit) Codes

Holiday Schedule

Retrieve report / data files

RITS Payroll Clerk

2812 (cannot create estimated or model estimated — can
create an original and supplemental, can also edit an
original or supplemental prior to drawdown)

Report retention management

Display messages

Access to the following reports:

Available 2812 and 2812A Reports

Enrollment (Health Benefit) Codes

Holiday Schedule

Retrieve report / data files

RITS System Log

Admin processing status
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Ap pe n d iX F Military Time Conversion Chart

Military Time Conversion Chart

24 hour clock 12 hour clock
(Military Time)
0100 1:00am
0200 2:00am
0300 3:00am
0400 4:00am
0500 5:00am
0600 6:00am
0700 7:00am
0800 8:00am
0900 9:00am
1000 10:00am
1100 11:00am
1200 12:00pm
1300 1:00pm
1400 2:00pm
1500 3:00pm
1600 4:00pm
1700 5:00pm
1800 6:00pm
1900 7:00pm
2000 8:00pm
2100 9:00pm
2200 10:00pm
2300 11:00pm
0000 12:00am

*Transactions, reports and data files will be time stamped Eastern Standard Time.
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Ap pe n d iX G Glossary of Terms and Acronyms

Accomplished Date The date a RITS transaction was successfully processed by RITS.
Accounting Date The date a RITS drawdown was accomplished.
Agency Federal Government Agency

ALC (Agency Location Code) A 3(RFCs), 4(DOs) or 8 (use RFCs for disbursement) digit
identifier assigned by FMS for Treasury reporting purposes. The first two digits
on the 8-digit ALC identify the department of agency, the third and fourth digits
identify the particular bureau within the department, and the remaining four digits
identify the particular agency account section within that bureau.

Annuitant A retiree receiving an annuity (pension).

Browser A software package used to display documents on the Internet. RITS has been
designed and tested with both Microsoft Internet Explorer and Netscape
Navigator.

Contact Phone The complete telephone number including area code (and country code
if outside) of the Payroll Office contact.

Contribtuions The portion of the benefit cost paid by the employing agency.
CSRS (Civil Service Retirement System)

CSV (Comma Separated Values) (comma delimited) A file format that separates data
fields with commas. The character data is usually surrounded by quotes. This
file format is frequently used to import and export data between different
programs.

Days Past Ending Date The number of days past the ending date of a pay period that
a payroll is paid. If a weekly payroll ends on Saturday and the employees are
paid on the following Thursday, the Days Past Ending Date for that payroll is five.

DO Symbol (Disbursing Office Symbol) A five character identifier automatically assigned
when a Payroll Office is established in RITS. Each Payroll Office has a unique
DO Symbol for RITS. RITS DO Symbols start with an “R”.

Drawdown The process by which OPM accesses the RITS data and transfers funds.
The funds are transferred from the agengy’s account to the OPM account

Enroliment Code A three character alphanumeric code that identifies a category of
health benefit plan. The first two characters specify the benefit provider and the
last character identifies the option. Health benefit funds that are reported on the
2812Are broken down on the 2812A by Enrollment Code. This is the basis for for
OPM'’s payments to the health benefit providers.

FERS (Federal Employees’ Retirement System)
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FMS (Financial Management Service) The U.S. Government’s financial manager, central
disburser and collections agent as well as its accountant and reporter of financial
information. FMS is a bureau of the Treasury Department.

FPA (Federal Program Agency)

GOALS Il (Government On-Line Accounting Link System Il) The telecommunications
network that provides automated financial reporting directly to FMS.

Holiday Handling Flag
Pay cycles contain a Holiday Handling Flag. This flag is used to change the
normally scheduled pay day to an adjusted pay day when the normally scheduled
pay day falls on a weekend or a holiday. This will be the pay date that RITS is
looking for the 2812 report and the pay date that the payroll offices should indicate
on their transmissions. The holiday flag is determined at the time the pay cycle is
established. Values for the Holiday Flag are P (Prior) and S (Subsequent). For
example:

e If the normally scheduled pay day falls on Monday, May 28" (Memorial Day)
and the Holiday Handling Flag is “P”, the adjusted Pay Date will be Friday,
May 25" (the “P’rior work day). If the Holiday Handling Flag is “S”, the
adjusted Pay Date is Tuesday, May 29" ( the “S”ubsequent work day).

e |f the normally scheduled Pay Date falls on a Saturday or a Sunday and the
Holiday Handling Flag is a “P”, the adjusted Pay Date would be Friday. If
Friday is a holiday the adjusted Pay Date would be Thursday. If the Holiday
Handling Flag is “S” the adjusted Pay Date would be Monday. If Monday is
a holiday the adjusted Pay Date would be Tuesday

HTML (HyperText Markup Language) The document format used on the World Wide
Web.

IPAC (Intra-governmental Payment and Collection System) An Internet based GOALS ||
application for interagency transactions.

Login ID The 8 alphanumeric characters assigned to the user to uniquely identify that
user.

OPM (Office of Personnel Management) The agency of the U.S. Government
responsible for maintaining the Federal benefit programs for Federal employees.

Optional Address Optional address field which is used to enter an optional street
address (different from the postal mailing address) or a second line, before the
city and state, of the first address.

OWCP (Office of Workers’ Compensation Programs) The Division of Federal
Employees' Compensation of OWCP administers the Federal Employees'
Compensation Act (FECA). The purpose of FECA is to provide Federal
employees who sustain work-related injury or disease with benefits for medical
care and wage loss replacement. This field is also used in RITS to identify Payrol
Offices that report withholdings and contributions for Federal retirees.

Pay Cycle A regular, repeated sequence of pay dates. In RITS, a Pay Cycle is defined
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with a Pay Cycle Description, Pay Cycle Type and a Pay Cycle Start Date and is
identified by a Pay Cycle ID. A Pay Cycle contains individual Payrolls.

Pay Cycle Description A functional description used by a Payroll Office to identify a
Pay Cycle. Descriptions should be explanatory, such as “Monthly Executive
Payroll” or “Hourly Non-Exempt Payroll” to aid in identification.

Pay Cycle ID An identification number assigned by RITS to a Pay Cycle when that cycle
is first entered in the system.

Pay Cycle Type The length of time between payroll ending dates. The Pay Cycle Types
available in RITS are Bi-weekly (B), Four-weekly (F) Monthly (M) Semi-monthly
(S) and Weekly (W)

Pay Date The date on which a payroll check is made available to an employee or a
direct deposit of funds for a payroll amount is made to an employee’s account.

Payroll The period of service for which an employer pays wages to its employees. A
RITS payroll is defined by a combination of a Pay Cycle ID and a Pay Date.

PDF (Portable Document Format) A file format, read with an Adobe Acrobat® reader,
which allows documents to be displayed identically between different operating
system platforms. There are Acrobat readers available for DOS, Windows, UNIX
and mainframe operation systems.

Report Number The report number is eight characters in length and is named using the
following formula:

1 Pay Cycle Type B (for Bi-weekly)
2 Fiscal Year 1

3-5 PayCycle ID 127

6-7 Sequential No. 04

8 Report Type | (for Original)

RITS (Retirement and Insurance Transfer System) an Internet based IPAC application to
automate the transfers of Federal employees’ health benefit, retirement and life
insurance program information and payments to OPM.

TFM (Treasury Financial Manual) The official publication on Treasury procedures for
financial management and reporting. The TFM is available online at:
www.fms.treas.gov/tfim

TSV (Tab Separated Values) (tab delimited) A file format that uses tab characters (ASCII
9) as separators between fields. Unlike comma delimited (CSV) files, the
character data is not usually surrounded by quotes. This file format is used to
transfer data between different programs.

URL (Uniform Resource Locator) Specifies the location of a resource residing on the
Internet or an intranet. A complete URL consists of a scheme (such as HTTP or
FTP), followed by a colon, a server name, and the path of a resource (for
example: http.//www.fms.treas.gov/tfm).

Withholdings The portion of the benefit cost that is withheld from an emloyee’s pay to
cover the cost of benefits.
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